R EPORT RESUMES 

ED 018 665 os vt oos is4 

CLUSTERS OF TASKS ASSOCIATED WITH PERFORMANCE OF MAJOR TYPES 
OF OFFICE WORK. FINAL REPORT. 

BY- PERKlNSt EDWARD A.t JR. AND OTHERS 
WASHINCTON STATE UN1V.« PULLMAN 

REPORT NUMBER WSU-14 PUB DATE JAN 66 

REPORT NUMBER BR-7-0031 

GRANT OEO-4-7-070031-1626 

EDRS PRICE MF-$1.00 HC-$8.4$ 210P. 

DESCRIPTORS- ^OFFICE OCCUPATIONS! 4JOB ANALYSIS} 
QUESTIONNAIRES} TASK ANALYSIS) EMPLOYMENT STATISTICS} OFFICE 
WORK} OCCUPATIONAL CLUSTERS} TASK PERFORMANCE) ESTATE 
SURVEYS) WASHINGTON) 

THE PURPOSE OF THIS STUDY WAS TO IDENTIFY CLUSTERS OF 
TASKS PERFORMED BY A COMPREHENSIVE SAMPLE OF OFFICE EMPLOYEES 
WORKING IN FIVE OFFICE-SIZE CATEGORIES IN 12 STANDARD 
INDUSTRiAL CLASSIFICATIONS IN WASHINGTON STA'iE. 

QUESTIONNAIRES LISTING S99 OFFICE TASKS AND VALIDATED BY 
INTERVIEWS WITH 286 OFFICE WORKERS AND SUPFPVISORS AND BY A 
JURY OF EXPERTS) WERE SENT TO A PROPORTIONAL) STRATIFIED 
SAMPLE OF 29S FIRMS IN THE PRIVATE ENTERPRISE SECTOR AND 23 
GOVERNMENTAL AGENCIES. OF 767 QUESTIONNAIRES DISTRIBUTED) 663 
(86.4 PERCENT) WERE RETURNED IN USEABLE FORM. ON THE BASIS OF 
FINDINGS) THE 599 OFFICE TASKS WERE CLUSTERED WITHIN 13 MAJOR 
CATEGORIES— TYPEWRITING) OPERATING OFFICE MACHINES AND 
EQUIPMENT) TAKING DICTATION AND TRANSCRIBING) MAILING) 

FILING) TELEPHONING AND COMMUNICATING) PERFORMING CLERICAL 
OPERATIONS) SECURING DATA} USING MATHEMATICS ) PERFORMING 
FINANCIAL AND RECORD KEEPING OPERATIONS} PERFORM!NG EDITORIAL 
OPERATIONS) MEETING AN^ WORKING WITH PEOPLE) AND 
MISCELLANEOUS. CLUSTERS OF TASKS WERE SIMILARLY PREPARED FOR 
EACH OF SIX BROAD JOB CATEGORIES— SUPERVISION) 
SECRETARIAL-STENOGRAPHIC) CLERICAL) BOOKKEEPING-ACCOUNTING ) 
BUSINESS MACHINE OPERATION) AND DATA PROCESSING. 
RECOMMENDATIONS CONCERNED (1) IDENTIFYING CLUSTERS OF 
KNOWLEDGES} SK^LS) AND CAPABILITIES ASSOCIATED WITH THE 
PERFORMANCE OF MAJOR TASKS) (2) ASCERTAINING EMERGING CHANGES 
IN OFFICE STRUCTURES AND FUNCTIONS* (3) DEVELOPING AN 
INSTRUCTIONAL OB JECTI VFS-:;)ERI VING MODEL FOR OFFICE EDUCATION 
AND (4) DEVELOPING SELF-PACED LEARNING PACKAGES. A FULLER 
DESCRIPTION OF THE DESIGN FOR THIS STUDY IS PROVIDED IN 
DOCUMENT VT 001 756. (PS) 



0 18665 









Ui 



FINAL REPORT 
Project No* 7-C031 
0*»an'l* Mn ^ OCG»4«7*070031 “ 1 626 



Report No. 14 



CLUSTERS OF TASKS ASSOCIATED WITH PERFORIiANCE OF MAJOR 

TYPES OF OFFICE WORK 



January 1968 



U. S. DEPARTMENT OF 
HEALTH, EDUCATION AND WELFARE 

Office of Education 
Bureau of Research 



U.S. DEPIR1MF.in OF HUIIH. EDUCIItON I V/EIFIRE 
OFFICE OF EDUCIItON 



THIS DOCUMENT HIS lEEN lEDRODUCED EXICTIV IS RECEIVES rROM THE 
PERSON OR OROINIZITION ORIGINITtNG IT. POINTS OF VIEU OR OPINION! 
STITED DO NOT NECESSIRIIV REPREttNT OFFtClll OFFICE OF EDVCMION 
POSITION OR POltCV. 

N 

Frojtcc Ho« 7-0031 
Grant Mo. 0BG-4-7-07003X-1626 



cuisms out 1A8KS AS80CXATBD HZtH FliVOIIMMCB Of HUOR 

TmS OF OFFICE HOIK, 



BdiMSd A. Favkina* Jr* 

F* laaa 

Daimla I* loXey 
Waabington Stata IIAivaraitj 
FuXlnan» Vaahington 
January X963 



Tha raaaardi rapartad liarain naa parfomad purauant to a grant 
with €ha Offica of Education, 0. S. Oapartnant of BaaXth, Edu- 
cation, and liaXfara* Contraetora iindartaking aiidi projacta 
undar GovarsnMnt aponaorahlp ara ancouragad to axpraaa fraaXy 
tbair profaaaloiiaX judgaant in the conduct of tte project, 
ilointa of vlair or opinlona atatad do not, tliarafora, naeaaaar- 
:Uy rapraaant official Office of Education poaition or policy* 




h S* DEFAKEMBEX OF 
aSdllH, EDOCATIOII, AHO mFAiB 

Office of Education 
Bureau of Baaearch 












, I , I M p i J I j M I ^ I ^ I *1' ip 









CONTENTS 

jbCENOWLBDGHEHTS # #«•••«•••••••••••• •*•••• 

SIMfMKT • • • • • ♦ • • • • • • • • • • '» • • • • • • • • • • • * ^ 



XMllODIICTICm 

Puvpoic • • • •••••••»•••• • • •••••••• • • 

Aasiflptioiw • • • • • • • • • • • • • • • • • • • • • • * • • 

Lisltatioii* * . . • . • • • » • • • • • • • • • • • • • • • • 

METHODS 



Xd«NtiElcEti(m of Pdi^olatloii • • • • • • • • • • • • • 
SpapUnt Toelmiqiio • . . ..... . • • • • • • • • 
Divolopatiit of Dfttp*Oithorl^ Inotruaefit . .... . • • • • 



# • • • 

# • • • • 

♦ a « 



Folloir-Op Procodiirofli • . . . . . • . . • • • .....•*• ♦ 

AsipXyolo of Eotttviui .... .......•••• •••*•• 

TcoitaMnit of Data . . . . . • • • • ..•••••• • • • • • 

^pothaaoa Taata . . • . . . . • • • • > • • • • * * * * * * * 



• • • 



3 

3 

4 



6 

7 

9 

10 

11 

12 

13 

13 

15 



SE8IILT8 m FXMOIN^ 

Parcaatagaa of 411 Offica Vorkara In the 



(Ccaqtoalta) . .... . • ♦ • • ® • • • « • • • * • • 

Parcantagaa of Snpatvlaory Wotkara Parforning Taaka . . ♦ • * 53 

Pateantagaa of SacratarlaX/Stanographlc Uorkatf Parforaing 

Taaka . . . . • . . • • y . . . . . . * . • • • • • • • • • 78 

Pavcantagaa of Clavioal Vovkata Parfoxalng Taaka . « « . • . . 98 

Pateantagaa of Bookkaaplng/Aecountlng Worfcara Parfotalng . 

Parcantagaa of Buaineaa Machina Opatratora Parfocnlng Taaka . .137 
Parcantagaa of Data Procaaalng WorlMra . Parfomlng Taaka . . . 153 

CONCUISIONS, llillIC4TX0NS, 4ND lEOQMIENOATXONS • . . ... • • . 187 

• • • ^ . . '.. . . . . . • • • . ■'. . ■« <*. . • * 189 



APPIHDZCBS 

4. Pareant of Offica Vorkara in Each Xnduatry . . « . • * . * 170 

B. Slia of livlopar Unit 172 

C. Bnplopar Unite and Workara Enployad . .... . • . . . * 173 

D. cymi'kwantal and Bailroad EnplopMnt ...... . . • . . 174 
















RiWiMiMMlii 






1. Office Workm In SUt® of Vaoliiiistoii .•!•••• 

F* Quostiomuilipoo to bo Dlotribiitod by Induotcy ond Slto 

of Offico **1 * • • • • • 

e. Avorogo IWbor of Offico Worboro For loployor Ihiit • • • • 

H* Foiibor of Boployor Unite Soloetod « « • « • • • • • • • 

!• Offico Occopotioiio SttsvoF Inotratnt • • • 

4, (Ittootionnoiro Reporting Fbm. • • • • • v • 

K. teplopor Ihiito Ifot Forticipotl^ » • • • • • • • • • * * * 

L* ttafeuwMtd end Mbtribotod • • • • • • • • p • 

M* Ghi-Sgiioro » l^ppotbooio Toot • • • • • • • •••••••• 

V* Chi-8gttoro - ^r^tbooio Toot . . . . • • • • • • • • • • • 

0* ftofluoncF Itioting of 599 Offico Tooko • • • • • • • ^ • • • 

F. Tdoki forf orood by 20 For Cont or Hero of tbo Roopondonto • 



175 

170 

177 

178 
180 

204 

205 
208 

207 

208 
209 
258 



iii 



o 

ERIC 



rnmmilm 









ACKMOHLEDGMENTS 



ii£«li to tbo foUotfliig indlvidoalo for their eggroMlve 

effort to support this reeeardi projeet: 

Eeeeerdi Deeien aad Statietice 

Or, Gordon MeCloehej* Project Director mid Pstofeesor of Educetlon» 
Veehlnston State Dnireraitps Dr. Harold Rahnlov, i^aaoelato Directs of 
Mathoda and Materiala* Project PLAN# Aaerican Inttltute for 
Heaearch* Palo Alto, California; Dr, URoy Johnaon, Aaalataat Profeaaor 
of Buaineaa Adalniatration, Vaablngtou State Vniveraltp; Dr. lop ^laa, 
Aaaiataiit Profeaaor of Sociology, Waahington State Uairaraltp; and 
Dr, Jaaaa Hldtlin, Aaaociate Profeaaor of Education, Haataington State 
Dniueraitp. 

Oueatiopnaire Deaelopnant 

Dr. lobert Boskiaaon, Chairman and Profeaaor of Office Admtoiatra- 
tion, Waabington State Dbiveraitp; Dr. Eugene Koap, J*_^*5*?*** 

Education Departnent, Central Waabington State College; Hr, A1 D^eiaon, 
Cbair/ian of Buaineaa Education Department, Spokane Community CoU^e; 

Hr. lay Chriatoj^raon, Head of Buaineaa Education DepartMt, lainier 
Bcacii High School, Seattle; Mr, William Uiff , Vice-Preald«t, Acme 
Feraonnal Senrice, Spokane; Mr. Jamaa Mitchell, Preaident, EClaap-^rd 
l^ecretariel School, Spokane; Mra. Gen Xarael, C, F. S«, Silrer hou 
iijiit^i(t g Company, Spokane; Mra, Mildred Olsen, Employment Security Depart** 
ment, Spokane; and Mra. Marilyn Fode, C. F. S., formarXy mlth the 
American Sign A Indicator Corp., Spokane. 

Questionnaire Piatr.*hution 

Mr. Jerry Andrews, Mr. Ray Chrlatogheraen, Mr. Donald Hy ito, M r, Oil 
Itollftfi Itepe Doris HoicttMtif HiPm Itobsrt Ssndbsf/Sf Utes# Lli ws mon^soBt 
of the Seattle Pid>lic Schools; Mr. lobert Beardemphl, ?**5^*® 

schools: Itea. Marion Bellows, Edmonds Public Schools; Mrs, Edith Hansen, 
Spokane Public Schools; Hr. James Miller, Vancouver While Schools; 

Mr. John Munn, Bellingham Vocational-Technical Institute; and Mra. Marilyn 
Smallwood, Tacoma Vocational-TeCtinical Institute. 

Computer Frograamera 

Mra. Ardith Mathison and Mra. lommlle Castle of W as hi ngton State 
Osiversity. 



lepof t Fregaratign 

Mra. Patricia MoonePu Mrs. Marilyn Perkins, Mra. Marilyn May, and 
Mra. Marcia Banderet, 




SUMKART 



Purpose 

The purpose of this study wes to Identify clusters of tsshs per- 
foraed hy e coaprcheiislve sssiple of office enployees ^rkl^ In vsrl- 
otts slses of offices In 12 Stsndsfd Industrial Clesslflcetlons (SIC;. 

this study Is e first step In idcntlflcetlon of cipsbllltles re- 
ottlrid for ajdcm office work. It> <aoA related studies* provl^ a par- 
tial base for design of educational prograas aost likely to aaxlalsa 
career-long occupational opportunity* coapetency* and cliolce for youth 
entering office occupations. 



Hethods 




Population 

froa Federal Census data and data provided by state agencies* tte 
office eapJoyaent population of the state of WaehlCvgton aas uatlaatad 
to be appronlaately 164*263 In Septcaber* 1965. 

Saaple 

h proportional* stratified ssqp^le of 295 flms In t^ enter** 

prise sector and 26 govenaMait agencies ass selected. The saaple aas 
atf u^itured to Include five off Ice-sise categories within each of the 
folliHfim SIC* As Agiflcultur®} Miiilns* Cwisliitictloiis Himi£Actwiiis» 
Transportatlcm; Comwinlcatlon and utilities; Wholesale Trades Batall 
Trade; Finance* Insurance* and Real Estate; Services; Govertnent; and 

Education* 

CoBparlson of national and state 1960 census data shows the'. In 
Washington State the percent^e of all anployees idio are 
office work and the percentages of all enployees In various .IC s who 
are office workers vary only slightly froo those percentages for the 
United States an a whole. 

natap*Gatherlna Proceduraa 

A questionnaire conposed of 599 tasks was validated by Inter- 

views with 286 office workers and supervlsora and by a jury of experts* 

A total of 767 validated questionnaires was distributed to flrns and 
agencies constituting the above ifnple In the spring of 1967* Total re- 
tunts were 86.4 per cent— 80.3 per cent In the private enterprise sector 
and 9i5.8 In the govemnent sector. 
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Tr—ftPt of Data 



fiMpottdmitii iNtrs el«C8lfl«d In six briMid occupations! eatagovlas: 
suptrvision, sacratarlal-stanographlc, elarlcal, bookkssping-accountlagt 
buslnass aacblna opavators, and data processings Ratumsd qyastlonnairas 
wars coded by industry and by slse o£ office. Its* responses uere coded 
and processed by cooputer. 

Percentages of «q^loyees in five sixes of offices in eadi SIC vho 
perfota eadh task were coaputed. Pifferences in percentages of «p!oyees 
within each SIC idio perfom tasks were also computed. Analysis of datt 
supported two bypotheses: (1) There are significant difference in 

tasks perfomed by office enployee in the various industrial classifica* 
tions, and (2) there are significant difference in teks perfoned by 
office enployee in se l l and large office. 

Fercetage of cnplojree perforndng each tek ere r ek^ in deeend- 
Ing orde for ecb of the six broad jdb clesifietioe and • cim 
peite” of all six clesifietioe. Thee raideings coetiete Jdb 
deters” for jach of the six etegorie and for offle work e a eole. 

b^dtatlong 

Fercetages of erl^rs perforning a tek show only the percentage 
of workers peforning it within the let two years while erking for their 
preet enployes. The percetage doe et provide inforetie about the 
relative iaportece of the tek, frequency of perforence, ^tions of 
worker tie eed for perforence, or the levels of ability involved in 
perforene. 



Findings and Andyais 

The 399 office teka have hee detered within 13 ejor etegorie 
of teks***typewriting, office echlne and equipnet, dicetie and tre* 
selbing, nailing, filing, telephoning and cooenieti'ig, dericd, se- 
curing dae, etheetie, finecid and reerdkeeping, editorid, netlng 
and working with peple, and niscellaneoe— to provide Cepeite Cleters 
of Teks perforaed by ofi'ie enployes. Since thee data repreet the 
teks perforned by a typicd office erke, the Conpeite Cletes can 
be eed e a partid beis fcr a re-evaletie of the high schel busi- 
nes ecricde. which is prlnarily ceerned with the toel rein of 
office work and et solely with the fitting of a gradete into a spelfic 
office Job. 

Cletes of teks hee sinilely been prepeed for ech of the six 
broad Job etegorie. Thee data represe£ dutie perforned by ejor 
office ecupationd greps and ahodd prove eefd to curriele speid— 
ists conerned with ere specialised high schel ed |ost-hi(^ school 
office eduetie prograe. 



AnalTsls of th« data auggaata that "akilla" rapraaant only a portion 
of tha offlca ivorkar'a function. It la hypothaaiiad that taathlng oh^- 
tivaa* lfar »>*«g axparlancaa* and aivaluailon can profitably ba organised 
within tha franwuork of tha cognitive and affective donalna. 



IKTBKHX5CTXCN 



One laajor purpoaa of Frojact 0B7-i:^31 la to Identify cluatara of 
knowledge and conpatenclaa amat likely w:o naxlnlse the career-long occupa- 
tional opportufiltyt conpetence, and ehol\^e of non-college bound youth In 
an evolvl^ tedmologlcal aoclety. 



Pumoae 

The purpoaa of thla atudy waa to Identify cluatara of teaks pMrfomad 
by a coa^rtfienalve sanple of office eBqpleyeea working In various alses 
of offices In 12 Standard Industrial Classifications (SIC) . 

This stu^ la a first step in identification of capSblUtlea required 
for nodem office wcNrk. It, and reUted atndlea, provides a partial 
base for design of educational prograna noat likely to nssla lse cerea^ 
long occupational onnortunlty. conpetenev t and diolce for youth entering 
office oceopatlona. 

Aeaunntlona 

1. The **Average Slse of Office** concept aaauned that the ratio of 
office enployeea la alnllar In aaell or large organisations. Tto 

did not attsitpt to ascertain the validity of thla aaaunptlon. A snail 
variance wauld not affect the validity of the results. 

2. field testing of the <queetlonnalre and revisions nade to Increase 
Its accuracy Indicate that It does yield accurate data rtgerdlng tasks 
perforaed by office enployeea. 

3. To the Cistent that the proportion of workers In the varies cells 
(slse of f Im In a given SIC) Is not slgnlficanily different In other ^ 
regions than In Washington, the results are geaerallssblc to other regions 
of the country. 
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t^^tatigu 



Idsitatloiia In tlit task annlyain atudy liklch haiva bntn avldtnt aea 
nnuMrattd bnlows 

1. I960 M«ral CeaMM data wata isaad to aacattala thajar^^ga 
ot of flea workarti la aath ladoatclal elaaalfleatloa (SIC). Tha 1960 

orovldad tha aoat tacaat data paia&ttlag thaaa eoaputatloM. 
Bowafot. 1965 aaeUwatat data nara oaad baeaoaa th^^a 
Iha oaveaatataa f*o« tha 1960 eaaaua data wara appUad to tha 1969 a^ljjr- 
■oat^ta to aatlMta ths offlca popuUtloa. Thla pxoeadura luralvM tha 
qoaatloo of tha dogra^ to iditch tha parcaatata of offlca cMplopaaa to 
aach ladaatty caaaiaad eoaataac botaaaa 1960 aad 1965. 

2. tf daftalat aa offlca aivlopaa to coccaapoad alth »» 

tift wf t Ml til TMMily broid rMign of office functions uno Includoda uoif" 
evofft t his wMf also bo intotpeotod oo o strength of tbs study* 

3. Tbs idsntlfics<,ion of csrtoln olsnonts of tho govsnMsntol snd 
•duestlon ssctJrs crsstsd ssvpiJLng dlfflcultlss* Iho porcsn'ssgs of of fict 
saployoss la csrtola typos of gos on i s ntsX functlm 

dopsrtaottts) is loss thsn it is in others io*ga» loglslstivo • 
ludiciol)* Bsfitias of insufficiently detsiled dstOp it ess jaecesssry to 
^MV^tMit percentsge in dofel^ing the office populstims. 

4 . to linitotions of funds it wss desnsd desirsble to confine 
the soeple to VeshingtOh^ Si tte* 

5. SttatlflcatlOB hy both ladoatcp (SIC) aad alaa of offlca 
oofh industry Tssiilfed in o aotrix eith o large nusber of cells* The 
nosber of respondents desired from sons cells was mall* It is * ^^^*^* 
eally indefensible for one response to represent mi entire 

eudi cells represented only a snail proportion of tha total office popu- 
lation* Wo conclusions were based on results fron single cells* 

6* too hundred ninety-fiye flms were selected . 

priwate enterprise sector* Of the 51 ••non-responding” fims» 21 statm 
that th^ perfomed ”no office functions* While it is recognised that 
non-respondents can build a bias into a sample* it can be McguM . th at u 
fins were respondents in the sense that no office workers were mployan 

by those fins* 

7* Honr*response bias nay be evident in tho ••snail” sins o^f office 
cellSf especially in the Mamifacturlngp Itetallp and Seic* lea inf*’icfcries* 
This also have affected the hypothesis tested relntlng to tasks 

perfornsd by persons working in mal l or lsr,^e offices* 
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8* Office eB^Xoyeee selected et rendiMi ffithiu £!*•» sere asked to 
classify theokielves in one of six broad i©b categories* Xn fires with 
rslsti^rsly few office seployees» esny types of functions sre or esy be 
perf oread by office eeployees* Although specific exaeples were given to 
the questionnsires it was difficult for sohmi office si^loyess to classify 
thmselves • this can bs construed as a Itoitation^ but also as a strength 
of the study* Xn aeall fires a significfnt per cent of individual ^^ce 
eeployess do to fact perf ore nultiple functions sudh as those perf oread 
by a secretary* a bookkeeper* and/or an office supervisor* 

9* The nunO^er of questionnaires distributed necessitated use of 
thirteen interviewers o Vhile interviewers were trained to follow a uni- 
form procedure* sosie dlscrepencies are toevitsble* Analysis of returns 
sviggests that the procedures were correctly followed* 

10 * The data-sathering Instnnfient has no "power factor*" A yes 
iTitspoiiM Indlciiitftd osily tluit m caploy®® h®d p®v£onB®d • task ®t l®®8t 
once in the last two years while working for his/her present Mployer* 
lUisults show idiat tasks are presently so perforaed* not the precise ex- 
tent to idiich they are performed nor what might be desirable nor what 
tasks might be performed in the future* 

11* The private enterprise return was 80.3 per cent ^ile the gov- 
ernmental return was 96*8 per cent* Becognistog the possibility that 
the office populations of certain govcmsiental functioKui may have been 
overestimated* the decision was made to reduce the value of govamaental 
returns to *85* Statistical consultants agreed that that was the most 

action to take because it resulted to bringing the total vague 
of that sector into agreement with the HOD)^* 



HBTHOl^ 



This section briefly describes the design for Identifying a popu- 
lation developing a sample* A fuller description is provided in A 
Besearch Mtodel for Identification of Task and Knowledge Clusters Asso- 
ciated with Performance of Types of Office Employees* Work (here- 

after referred to as the MODEL)* That document was submitted to the D*S* 
Office of Education in Deceoiber* 1966*^ 



^Project No* EBD-257-65* Contract No* OB-5-85-109* Published by Depart- 
ment of Education* Washington State University, Pullman* Washington* 
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Idmtlfic^tlon of Population 



For purposes of this study» sn office caployee uss defined to corre- 
spond with the Dictiow^ry of OecupstioneX Titles (3) clsssificstiuu# of 
qXericsl kindred wo\?kers (DOT)* The office populetion wss defined ss 
the totel office labor force enployed in the state of Washingtoa in 
Scpteidier, 1965, in ths 12 »lC»s*2 Analysis of Federal Census definitions 
(2) and the DOT definitions indicated that the census occupational clas- 
sification was generally eoeqparable with the DOT. 

Dsing 1960 Federal Census data for the state of Washington (2), the 
proportions of all eaployees of industrial and cc^mercial fims, gouem- 
agenw iftSt institutions which are considered clerical and 
kindred workers was detetained (see Appendix A). Recognising that nayy 
persons employed in larger firms might perform more specUllstd .*^ctions, 
the variable of office site was also coniddered. The following offlce- 
sise categories were established; 1-4 office workers constituted a 
small-sise office; 5-49, medium; 50-99, large; 100-299, % large, and 30OI-, 
SX large* 

Two hypotheses were tested: (a) that employees in the various SXCs 

perform some dissimilar tasks or duties and (b) that office employees 
in the various sises of offices perform some dissimilar tasks. 

A statewide listing of employer units and the number of workers 
employed by each in Septeaber, 1965, was obtained from state agencies* 

This Included all SIC groups in the private enterprise sector except 
Railroads (a subdivision of Transportation). A matrix was developed des- 
cribing the else of employer unit for each SIC corresponding with the 
"sises of offices." This was done by dividing ea:^h predetermined office- 
sise figure by the constant percentage of office worJfmrs included in each 
SIC (see AppMdlx B). 

A computer program for processing data was vyritten. Printouts pro- 
vided data on the number of employer units and the nuebers of persons 
employed by firms of various sixes within eath SIC (see Appendix C) « 
Companies operating in more than one county were considered to be inde- 
pendent employers in each county and appeared on the initial printout 
once for each county in i^lch they were located* 



2siC's used in this study: Agriculture; Mining; Construction; Manufac- 
turing; Transportation; Coamunications and Utilities; Wholesale Trade; 
Retail Trade; Finance, Insurance, & Real Rstatex Services; Government; 
Education* 
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utilising data ttm various atata aganciaot tha total nuid>ara of 
parsons anplnyad bp Govamaant* Bducatioii» and Sailroads in Wasbington 
Stata was dataminad* Bas u lts ara sboim in Appandiat D* 

tha data in Appandioas G and D and utilising tha parcant- 
aga of offica worhars in aaeh SIC {saa Aprc^l* A)t • 
structad showing tha astinatad offica population of 164»263 worhars in 
Washington Stata in Septasibar» 1965* this aatriz is shown in AppaMix B« 
Analysis of as^lnyMUt data indicatas that wora than 95 par cant of tha 
total offica population was idantifiad. 

Cof^ariaon of national (1) and stata (2) i960 eansus data shorn that 
in Washington Stata tha parcantaga of all Mployaas idio ara 
offica work and tha parcantagas of all anployaas in varioiw SIC 
offica workars vary only slightly frow thosa parcantagas for tha Unitad 

Statas as a idiola. 



*^fP^'***ft Tcchnioua 

For a confidanca lavel of 95 par cant, 384 usabla guastioimairas 
iifara naadad haaad on an office population of 165,000 (5)» Racognisf^ 
all ouastionnairaa would not ha ratumad and the possible coi^<ixca- 
tlons in wai^ting sdhaMS, it was decided that 800 guastlonnairas would 
be distributed, A aatrix distributing then within each call oti a propor- 
tional basis was constructed (saa Appendix f ) • 

It was daned dasirsbla to have as broadly basiBd a umpU as j^sibla. 
It was ascertainad that approxisiataly 350 et^loyar contacts would^M aco— 
nowicallv faasibla. Tha avarasa nunbar of offica eaployaas par awployar 
unit for each call of the natrix was dataminad by dividing tha nuabar 
of offica awployeas in a given call by the nuaber of e^loyar ui^Ts in 
that call (aaa Appendix This was done for all SIC s except Federal, 
Local Education, and Bailroads, idiara data were insufficient. ^ • 
result, it was detemined that the sanple of office awployaas within 
individual ei^loyer units would be es follows: 



Percentage of Sanpla in Each employer Unit 
by Slse of Offica 



Snail MAdium Large X Large 

1.4 5-49 50-99 100-299 



EX Large 

30(K* 



lOOX 20X lOX 5X 
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All units sanplad 
in proportion 



To A otatlorical bias in tbt IX Xanrga oatagoxy, it mm nacaa- 
aary to idantify oath aaployar unit in tha atata* Foe axaapla, Coapangr A 
•i^t hisva 5»000 offiea aapioraaat and Computtf B night baaa €00. Xt 
naa nacaaaary to inaura that aach C£ tha 5*800 ofTiea uorhara had an aquaX 
opportunity of baing aalaetad at randon. Fawar quaationnairaa uara 
n aada d in tha X Larga aiaa-of«of£ica catagory* ao tha nuabar diatributad 
to aach aalaetad fim uaa apacifiad Cinctaad of uaing tha 5 par eant 
ratio). 

Aa pravioualy notad* tha aoureaa of infornation uaad in idantifying 
tha offiea population uara dif farant for tha privata antarpriaa aaetor 
and tha gouaranantal aaetor. Aa a raault* tha aanpling tachniipia uaa 
diffarant for aach aaetor. 

In tha privata antarpriaa aaetor tha **Parcantaga of Sanpla in Baeh 
laployar Ohit by Siia of Offiea*' uaa appUad to tha avaraga mndiar of 
offiea uorhara in aach call to datamisa tha appreslaata nuhbar of 
quaationnairaa to ba diatributad to an individual anployar unit. Baaad 
on tha nindiar of raaponaaa naadad in aach call (Appandiz F)* tha nuatbar 
of anployar unite na^ad in aach call uaa iataminid. Thia conputation 
ia ahoun in Appandiz H. Tha naadad anployar unite in tha privata antar^ 
priaa aaetor uara aalaetad at randon by conputar fron tha atatauida Hat- 
ing of anployar unite. 

In tha govamnantal and railroad catagoriaa tha randem aalaction of 
anployar unite uaa nada uaing a table of randon nuahara. In tha State 
Bdueation and State BOn-Xducation catagoriaa there uaa aufficiant data 
to data^ndna tha avaraga nunbar of office uorhara par a^^loyar unit. 

Tha "Parcantaga of Sanpla in Each Bnployar Shit" uaa applied to tha avar- 
aga nunbar of offiea uorhara to arrive at tha nunbar of anployar contacta 
na c aa a ary in relation to tha nunbar of raaponsaa naadad in aach cell. 

In tha XX Larga claaaifi^ation* houavar* tuo anployar unita uara aalaetad 
at randon and aanplad in proportion. 

In tha Federal category, tha anployar unita and tha total fuaibar 
anployad by aaCh uara identified. Tha avaraga nunbar of offiea uorhara 
uithin tha aiaa-of-offiea ealla uaa aatiuated^ Tha nunbar of anployar 
unita aalaetad in -thiiilMrtcetegcriaa is shw^ in Appandiz E« 

In tha Local Bon-Bducation, Local Education, and Bailroad catagoriaa 
tha only data available uara in "total" category fom. Xt uaa not poa- 
aibla to identify individual anployer unilta. Thraa countiaa in tha state 
uara aalaetad at randon on tha follouing baaia: 

Largest countiaa in state according to popuJ^ation: Spohana County 

aalaetad at random 

Middla-aisad counties: Tahlna County aalaetad at randon 

Snall-aisad countiaa: Garfield County aalaetad at randon 
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Thm %ouX tmb€X of iporkoro onployod in thMO countino i«o dotomlnod 
msd tbe constant paroantase tban appliad to aatinata tha offiea popula- 
tion in aadli county, lha total nuai>ar of vorlcara anployad by tha citiaa 
Spokana* Takina, and Ponatoy ifta datatninad» and tba conatant parcantaga 
applied to aatlMta tha offiea population for thaaa eitiaa. A natrix 
uaa daaalopady and 98 quaationnairaa vara diatributad on a proportional 
baaia in thm countiaa and citiaa nanad. 

tha local Education catagory vaa treated in tha aana n a it n ar using 
tha sane three counties* 

One railttMid uaa aalactad at randon* working fron a atatawida Hat- 
ing of their anployaast C; 3 ia randon aalaction of persona to receive iiuaa- 
tiom^raa vaa made using a table of randon nudiara* 

Davalonnant of Data-Catharina X natrunant 

Zt was aaaubtd that aacartainiibla facta riBgarding office tasks or 
duties could be obtained directly fron & raprosantativa ample of office 
anployaaa* It was racognlaad that nany office enployaaa are not aware 
of t'la knowladgaa nacaaaory to auccaaafully parfom offiea tasks ; nora- 
ovar tha parfomanea of a teak on their part does not nacesaarily naan 
that tha task has bean parfomed correctly* Based on those aaaunptiona» 
a highly specifics opan-andad task Inatrunant containing 599 Itnoa 
designed to ascertain tha specific tasks paTforaad by office workers was 
developed* It appears in A^endfx I* The steps in tha devalopnantal 
proiiass are described below: 

a* Cottcaptualltation and developnant of initial task instrment 
by university personnel* 

b* Project personnel field tested 240 ipiastlonnaires* The return 
was 65 par cent* 

c* Approxinately one nonth later 9 tan par cent of the respondents 
were interviewed and asked to respond to tha sane task state- 
ments. They were encouraged to nake coonants or criticisBS 
v*egarding questionnaire statements of tasks t especial if they 
felt the wording was confusing or if a task was s*jperfluous* 
Tl\ay were also asked to cooriant on tasks thiqf parfomad that 
ware not listed* 

d. An item-by-ltftt con^arison of the respondents* original res- 
ponses interview responses was made* On the basis of that 
analysiSf the arrangeaent of the questionnaire was revised and 
sons itans ware reworded* Sosm additional itans ware added and 
SOM vara coobinad or deleted* Care was used to n a ke wording 
congruent with office workers* fraaies of rafaranca* 
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e. Th« revised InstruBent wwi sutaittid to « panel of office 
education experts for tlitlr critical analysis. These persons 
uere pidillc and private educational Institution ceployeet* a 
personnel manager, two Certified Professional Secretaries, and 
a clerical supervisor of the local enploymant security office. 
They were asked specifically to consider the following as hases 
for analysis of the Instniment: <1) wording of each Item, 

(2) eUelnatlon of superfluous and/or addition of Items that 
Bight have been omitted, (3) rearrangement of Items Into a 
more logical sei|uence, and <4) general format, total organlsa* 
tlon, and appearance of the Instrument* 

f * The questionnaire was also evaluated by two serelnar groups of 
business educators. Their re c onme nd atlons gererally paralleled 
those of the panel. 

g. Based on the panel*s and seadrar groups* recomeendatlone, 
numerous refinements were made. 

h. The rcivlsed Instrument was field tested with 44 office emp7.oyees. 

I. Fourteen per cent of the field-test respondents were Intervltwed, 
using the procedure described In "e*' dbove. 

J. As a result, additional minor revisions were made. 

k. Tvo additional experts In the areas of bookkeeping and accouf.t- 
Ing were consulted, and additional minor revisions were mads.* 

Hethod Used in Dletrlbutlon of Data-Gatherlng Instrument 



The nunber of questionnaires distributed and the geographic area 
covered required that more than one person be Involved In the distribu- 
tion process. The employer units selected at random were plotted on a 
state map, and the State Director of Business and Office Bducatlon 
assisted with the Identification of thirteen business educators wlio acted 
as Interviewer-distributors. An orlentatloc and training meeting wms 
held to explain the objectives of the research, the random sigtectlon of 
office employees within firms. Interview technlqu^;, and the rape r ting 
system. Bole playing was utilised as a tral^^ device. 

Contact echedules were arranged to minimi se the amount of time and 
travel necessary for contacts. Approximately one week before e contact 
was to be made, a lettar of Introduction was sent to the firm. A day or 
two before a contact, Intervlewera telephoned for appolntnente. 



Ex|Mrl«ic« dMKmstratttc! tlM impotiMcm of foUowini nc/tmal liiaoo of 
cowwnicotion witbln on orgmlsatlon. In otoh csmo* poroonnl contact ma 
vmOm nith the ownar, paraonnil aanasar» or tha paraon liavlng ganaral 
raaponalbillty oaar anplojraaii* fha objactiraa* randon aalaetlon of hia 
fin » anr. saada of bualncaa itducatloa vara axplalnad. **Offica anployaaa*' 
vaa v'nraiullp dafinad. 

^tarvicwara» with aaalatanca of nanagara» aada randon aalaetlon of 
tha naadad nvnbar of offlca aiiplojaaa within jach firs. A tabla of r^odon 
nuaibara waa uaad for aalaetloii. If anployarj aalactad at randon workad 
in flraa anploying auparviaorc* thoaa auparrlaora wara contaetad and tha 
objaetivaa of tha atudp wara cxplainad. 

No coarciva praaaura waa .ippliad to paraona whosa nanaa wara aalaciad 
at randon. Voluntary cooparat:lon waa aolicitad* Ganuinaly appraclativa 
attitiidaa toward idiat waa baint$ aahad wara axhlbitad. 

Batum anvalopaa acconpani ad tha quaationnairoa. In noat inatancaa» 
tha anployaaa aant tha conplatcd qtiaatioimairaa diraetly to project par* 
aonnal. E^pJloyaaa of sent firaa and aganciaa returned the inatnmnta 
to the nanagtaiant contact idio forwarded than to projaevt paraonnal* 

Xntarvi.awara ccaqplatad rapirting foma containing varioua data about 
queationnaira dli?tribution and iicnt than to projact paraonnal. Tha foma 
ware uaad aa a baaia for chackliig in thii canpiAtad*qitaatiAMalrtf^ Caaa 
Appendix J). 

Follow-dp Procaduy.aa 



Approsinata.ly one nonth after quaationnairca had bean diatr^butad, 
follow^ lettara ware cant to ton^raapondanta by project per/aonntl* Aa 
a raavlt of thia effort, 3d additional queationnairar were conpletad. 

Xnrae weako after the folic w*up lettera had bean ritnt, thoaa peracma 
who had atlU not raaponded were: contactnl again. Wxmtxi faaaible, ^lireet 
telephone contact waa nade by piojeet paraonnal and the interviewara* 
Lattara wara aant to non*raapon^!anta who were not accaaaible by phone. 
Eleven sore ratuma were obtaiiuid. 

Tha total of 47 inatiunants) received through follow-up efforts 
rapraaantad seven par cant of the total nunbar of raaponaaa. 
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for « coafldoiicc Itval of 95 por conf , it wa« noceooorp to fiaoo 384 
ttsabio quootlomuiir'M roturnod basod on an office population of 165 >000 
(5)« Acoordisg to the lilODEL designed to obtain that nuabar of retiimSf 
800 queetiennaitea were to be distributed* Appendia K indicates bow the 
295 fims in the private enterprise sector were distributed* Boweetr* 
tbe actual distribution process did not perfectly natch the miL* Of 
the 295 fims selected* 15 could not be located or were nr/ longer in 
business, 15 liraa declined to cooperate, and 21 stated vhfit they perfomed 
"no office functions," because such work was "contracteJ^. out." Appendix 1C 
shows distribuf;ion of non-participating fims* All of the govemsMtntal 
and education agencies se!! acted at randen cooperated* 

Appendix F shows the fmp, for distribution of the 800 questionnaires* 
Because sono randonly selected fims declined to participate, the nmiber 
of questlorinaires distributed within each cell varied frcwi the WBELm 

The "Average Huaber of Office Eaployees Per Baployer Unit" concept 
developei ia the MODEL asauned that the actual nunber of questiomi^ree 
distributed would approxinate the mnber needed in each cell of the 
ristrix* Analysis of the returns indicated that this wta generally true, 
although over-saapUnf, appeared in the Service "snall-f>ffici," Menufac- 
turing "snail," and Wiolesale "snail" cells* In the X'; Lsrf.e cells, 
all fims were identified and sai^led in proportion* In aa<di case, the 
nusber of questiomiAires distributed was specified* Due to the United 
niadier of responses needed In the X Large cells, the nunber of question- 
naires distributed to the fims selected were als^f speeifi#4. 

Due to the careful procedures used to contact enpliyors and subjects 
the percentage of returns was exceptionally high* Overa>l, 663 (86*4 
per cent) of the 767 questionnaires distributed isire reriimed in usable 
fom* In the private enterprise iiector, 80*3 per cfmt mre returned; and 
in the govemnental and education sectors returns wire 96*8 per cent* 
Appendix L shows the distribution «id return for esdi cell of the natrix* 

An exsninatien of €iach cell in Appendix L indicates that the major- 
ity of non-responses were in the small- and mediu»-sited offices, although 
the overall rate of return fsr the private enterprise "small" cells was 
68*1 per cent and in the *hsidium" cells the return was 90*6 par cent* 

Based on the actual distribution* the Kenufacturing "small" cell, the 
Xetail "smaU" cell, the Service "snaU" cell, and the Finwree "bedium" 
cell seen to be the areas where significant non-response bias could be 
evident* The non-response factor in the governmental ar^ educe tion sec- 
tors does not seem to be significant* 
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kfMymiB of th% ccoplotod quMtlomudlrM Indlcatod that aoiMt raspon- 
dantt did act raapond to aadi of tba 599 task itaaa* Zn som casta a 
aaction os? paga was alaaad* parhapa laadvartantXy. A fair raapondaats 
raapondad mlj to taaka tkay parfoxaad; i«a.» th^ chaekad ^'y^** »»t 

"no” as raqi&aated* A blaidc (no raaponaa) Ittn was not racordad as aithor 
a "sraa" ot "no" but was ctonaiderad a non-raaponsa. Zharafora* tha nunbar 
of raapondanta (M) for aoaa taek itana warlaa batvaan 663 and 620. 

Tha quaationnalra contained ona quaatlon that dlractad tha raapon» 
danta to ^aaalfy thanaalvaa In ona of ala broad job catagoriaa noted 
baloir. Specif ie job titlaa war^ nrad as axanplaa for each broad category. 
Project paraonnal cheeked each coapXatad inatrunant to naka aura that tha 
job catagcry ch aek ad had aoaa ralationahlp to tha tasks parforaad by each 
raapondant. In a fair caaasp it was nacaaaary to decide in idiich category 
raspondanta belonged because of (a) non^^raaponaa, <b) checking of two 
catagoriaa, or (e) an obvious error. Of tha 663 total raapondantSv 92 
ware supervisory paraonnal, 162 ware aacratarlal or stenographic paraon- 
nal, 230 warn clerical paraonnal, 131 vara bookkeeping paraonnal, 29 were 
business nachlnt operators, and 20 were data procaaaing paraonnaL 

Txaatnent of Data 

Tha conflated quaationnai.raa ware coded using a five-digit nuabar. 

Tha first two digits rapraaantad tha industry (SIC), the third digit 
rapraaentad tha "aiaa of office," and tha last two digits reprasanted 
tha identification nunbar vitlAin a specific SIC sisa category. (SO nora 
than 100 Instrunants ware returned for any cell in a given SIC.) 

Tha coda nuabar, personal data, and the task rasponoea war» coded 
on aark-sanaa sheets. Bach questionnaire required thirta<»in shiats. IBM 
cards were punched diractly froa the nark-aense ahtata, and a printout 
(raw listl! 23 ) mm obtained. Sone Inadequate nark aenalng aad a few 
doidile punchea caused aona Inaccuraciaa. Tha nacaaaary corractiona ware 
nada, and another printout verified that tha data ware correct. A key- 
punch and verifying process probably would have batn wore afficisnt. 

Two progtAjis, Cross X and Crosa XXI, ware nodlflad for procaaaing data 
by tha IBM 360/67. Counter language used was fortran IT, H Laval. 

Hypothesafi Taata 

frier to developing tha teak frsquaney listinga, it was nacaaaary 
to know If tha procadura in aanpling waa juatlfiad; that is, do office 
anployaea in different Induatries and in various sises of offices parfem 
sons dl'isinilar tasks? 

Ona null hypothesis stated that there wa% no significant difference 
in tha taaka parforaad by office anployaas in tha various Induatrlal (SIC) 
categories. Ths altsmata hypothesis stated that there was a significant 
diffaranca in tha tasks parfomed by office s^^loyaaa in tha various in- 
dustrial (SIC) catagoriaa. 
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A dii-sqtwre tMt for oignlf tcoiice of proportiono la I: ladopimtioat 
•oBploo va» oaod to toot tho anil hppothoois at 5 p«r coKt 
lorol (6:1.75*179) • It woo oppliod to ooch of tho 599 tosko* fho aasdteoi 
mnbor of roopondonto woo 654 oo tho olao eoooo la Atrieultitro* Niaiiat* 
oad Cotwtmetlon woro dolotod bocouoo roopoatoo woro too f ow to bo nip- 
roooatotlwo. Etop oa ooo la tho lollrood cotoforp woro oooblaod with tthooo 
la Tronoportotloa. Tho Stoto ^Sducotloa oad Losol Bdacotlon coto$orl€» 
filoo woro cool>iinod« Tho chl-oqvuuro toot itood oad oao vof tho 599 dhi- 
oqooro tObloo oro ohowa la App^lx 

Tho Dull bppothoolo woo rojoetod ot tho .05 lorol oad the slteraete 
hypothoslo oecoptod . Of tho 599 tooho» 417 tooko woro porfo ra od by olg- 
alficoatlp dlfforoat proportloao of offlco taplopooo la tho vorlouo 
ladttotriol clooeiflcotioao.. That lo« 417 tooko woro oigalflcaat at tho 
•05 lovol or hlghor. Thlo roproooatod 69.5 por coat of tho total auahor 
of taaka tootod. 

Tho aocond auU harpothoala otatod that thoro wao oo olgalficaat 
dlfforoaco la tho taaka porforaod bp office ooplopooa worklag la a aa ll 
or largo offlcoo. Tho altoraato hppothoalo otatod that thoro wao a 
oi^talficaat dlfforoaco la tho taaka porforaod bp offict oapli^ooo work- 
lag la oaall or largo officoo. 

A chi-oquaro toot for ladopoadoat proportloao wao uood to toot tho 
aull hppothoalo at tho «05 lovol (4:204) • A aaall office wao doflsed 
to corroopoad with tho aaall-offico oito (1-4) uood In tho oaaplo. Largo 
officoo lacladod thooo la tho ooaplo*o largo (50-99) » X largo (100-299)* 
oad XX largo (3004>) oiaos of officoo. Tho oa^plo*o aodiua (5-49) olao 
of offlco wao not wood la tho toot olaco tho purpooo wao to toot for olg- 
aificaaeo of dlfforoacoo botwooa cloarlp dofiaod aaall and largo officoo. 

Tho aarlma auabor of roopocdoato fcr tho chi-oquaro toot wao 252 
(Saall » 128 and Largo • 124) • Onlp tho private oatorprioo ooctor wao 
uood to toot thio bppotbooio. As provlouolp dloeuoood* certain probloao 
woro oneouatorad in tho govomnental and oducatloa aoctoro In idoatifp- 
ing tho "otso»of-offico*' populationo. Tho dhi-oquaro toot uood and one 
of tho 599 tablto that appeared in tho printout are ohown in Appendix N. 

Tho null hppothosio was rojoetod at tho .05 level and tho altoraato 
Iqrpothosio as(Mipto9; Of thi'59lC^k»i woro porforaod bp a olgnif- 
icantlp dlfforoat proportion of office oaplopooo working in oaall and 
largo officoo; that io, 311 tooko woro oigniftcant at the .05 level or 
higher. Thio roproooatod 51.8 per coat of tho total auabor of tooko 
tooted. 
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Strmttfj^ tiui •rntplm hath hf industries (src) and slss of office 
■sds the conpucsr program noza cosqplsx* For aach >f ths %99 task item* 
a **par cant of rcsponsa" was detarsdnad* ft was n ac a s sgry to know both 
tha total nusbcr of workers who re ^adM to a task item and the nuatber 
who raspondad *'yas«'* As prf£uioupi|r noted* there was a variance of up 
to 40 respondents (N) for a iten. 

Bach *’yes** response to a task itan was assigned the value of one 
Cl.O) in the private enterprise sector. However, in the govenaantal 
and education sectors the assigned value was .85; that is, in thoee 
categories the value of each *Ves" response was reduced by .15 for the 
coeputer operations v The reasors for this decision are eituearated below: 

1. Based on the MK^SL, 85.5 per cent of the returns were to be 
from private enterprise; 35.5 per cent were to be froe govern- 
nent and education. (The actual distribution was 62.8 per cent 
to private enterprise and 37.2 per cent to govertaent and 
education.) 

2. The private enterprise return was 80.3 per cent; the govemnental 
and education return was 96.8 per cent. 

3. The possibility of a bias in the govemaantal sector (diseussid 
in the M(H)EL, pp. 20-21) was evident because of discrepancies 
between census data and SIC classifications. It is possible 
that the office population in certain types of govemaental 
functions was overestlnated. 

4. There were not enough returns desired or obtained from soee 
cells of the aatrix (Appendix L) to apply a weighting scbene to 
each cell. (The representation of an entire cell by a single*, 
response la statistically indefensible.) 

5. Statistical consultants unanlaoualy agreed that it would be 
eore accurate to reduce the value of the govemsental returns 
than to iiierease the value of private enterprise returns to a 
dimension greater than one (1.0). 
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TIm aetiMil p«re«ntage rMpondlng '’yes'* to m glvon Item does not 
chiiigs as s rsttflt of rsducing its vslns to .85 if ths value assigned 
to ssdi respondent is also reduced to .85. For escaagile: 

Reducing 

100 total respondents to an item 100 x .SS “ 85 

57 ckeck ••yes” 57 x .85 - 48.45 

57 * 100 - .57 or 57% 48.45 * 85 * .57 or 57% 



As previously noted* respondents vere asked to place thesselves in 
one of six broad job categories. As an illustration* one of vthe 589 
tasks is listed below )is it was printed out. (The task is ••Type display 
or decorative type copy.^') 



RESPORDdHTS TO A GIVEN TASK 
(Frequency Count) 





Spvsr 


See/Steno Gl^jr 


3Ulit 


Bus Mach 


D.P. 


’Total 


Tea 


9,00 




29.85 


10.00 


1«00 


0.00 


90.80 


No 


79.65 


114.40 


183.95 


108.80 


23.95 


19.25 


530.00 


Total 


38.65 


155.35 


213.80 


118.80 


24.95 


19.23 


620.80 








COLUMN PERCENTAGE 










(Per cent of •'Yes” 


and "Ho" 


Roiipdiidents 












by Job Classification) 








Spvsr 


See/Stmie 


Cler 


BKfcg 


Bua>lfaeh 






Yes 


10.2 


26.4 


14.0 


8.4 


4.0 


0.9 




No 


89.8 


73.6 


86.0 


91.6 


96.0 


100.0 




Total 


100.0 


100.0 


100*0 


300.0 


100.0 


100.0 





As the tables we^e printed by computer* cards were punched with the 
percentage applicable, for each of the six Job categories and the overall 
(composite). For example* the overall task performance percentage for 
the item illustrated in the ••RESPONDENTS'^ table was obtained by dividi ^ 
90.80 by 620.80. The result is 14.6 per cent. This means that 14.6 per 
cent of all office employees in the sample perform the task. The percent- 
ages for eadi of the six broad job categories came directly from the 
••COLUMN PERCENTAGE” table. For the performance listings* the peresuiases 
were rounded to the nearest tdtole pel cent. For example* th«i» table shows 
that 10 per cent of the supervisory personnel perform the task* 26 per cent 
of the secretarial/stenographic personnel perform the task* etc. 
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Tht f^ehiid eard« were ranfc ad in 4«tc«idlsig ord«r o£ psrcentages of 
workers verfontiiig tasks. This provided sn oversU (coaposite) work 
profile end pr<»files for each of the six broad job categories. Appendix 0 
shows the descending rank order for the coaposite as well as the per cent 
of **yes'^' respoiasss for each task itea by job category. 

Background data (sex» age» experiencst etc.) were also coaputed for 
the coaposite and the six job categories. These data will be utilised 
in a forthcoaing report. 

The wording of certain questions was such that it was iapossible 
to deteraine (a) the percent^e of office employees idio sctually use a 
typewriter and (b) the percentage ox office eaployaes who actually write 
s?iorthand. It was necessary to extrapolate these data froa the question- 
naires. 

The RESULTS AMD ElMDUiGS section presents the coaposite profile 
showing percentages of workers performing all tasks and similar profiles 
for the six job categories. In the six job category profiles, only those 
tasks perforaed by 20 per cent or isore of the respondents by (a) task 
category and (b) job classification are raidced. 



RESULTS AND FINDINGS 



Individual office task itaDs have been clustered %~lthin major 
categories of tasks (typewriting, filing, mailing, etc.) to provide 
CJoiqtosite Clusters of Tasks performed by enqployees. Those sane items 
have also been clustered within six broad categories of office works 
supervisory, secretarial-stenographic, clerical, boolckeeping-accounting, 
business machine operators, and data processing. Thcae clusters show 
the major types of tasks performed by workers in each occiqsational 
category. 

Within each category, tasks performed are listed In rsidc order, 
determined by the percent^e of respondents checking "yes." Hence, in 
the Composite Clusters, "Type postal cards" is followed by two nunibers, 
"20.0" and "41." The first nuod>er shows that this task item ranks 
twentieth among the 69 typewriting tasks Identified by the study. The 
second number shows that 41 per cent of all respondents performed the 
task of typing postal cards one or more times within the past two years. 

Task items comprising the Composite Clusters are also grouped in 
five frequency-of -performance groups. Group I items are those perfozmed 
by 80 i^r cent or more of respondents. Group 5 items are those performed 
by 19 per cent or less of respondents. The other three groups include 
tasks performed by percentages of workers ranging froa 20 to 79. 
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Thustt data on percentages of workers perfoming tasks do not provide 
Infomatlon about the relative laportance of the tasks portions of 
worker tine used for Its perfomances or the levels of ability Involved 
In Its performance* 

Due to the large nuaf>er of tasks cheeked by fewer than 20 per cent 
of the respondents t Group 5 tasks have been omitted from the rank list- 
ings under the six occupational clusters* Any Group 5 item within any 
occupational clusters however s can be ascertained from the straight-rank 
listing for all tasks shown In Appendix 0* An analysis of the tasks 
performed by 20 per cent or more of the respondents s by job category and 
task category Is loaited In Appendix P* 
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PERCENTAGES OP ALL 
OFFICE WORKERS IN THE SAHFLE 
PERFORi4lN6 TASD3 
(Coiqposite) 
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PERCENTAGES OF ALL 1HORXERS PEf JPOFMING 
TTPEimiTZNG TASKL 



Group I - Tasks yrfoxued by 80% or mm 
responaants 

Typo addrasses on envolopos and/or cards 
Type caxlKm atupies 



Tiaet 

Mentioned 
Rank CPer Cernt) 

l.o"" S7 

2.0 80 



Group 2 - Task s yrforued by 79^ to 60% of 
respondents 

Proofread tjfpewrlttea copy 
Type business ietters 
Erase original copies 
Erase carbon copies 
Type aMMaorinduiBS 

Type and/or rule tabular naterial (t<ibles, 
colums, rows of figures) 

Type final copy frae rough-draft copy 
Tyi^ labels individtjally 
Tyj^ carcis (index esrds» file cards, 
**address finder*' cards, etc.) 

Type copy from unarranged copy 
Typn manuscripts and/or reports 
Type fill-ins on diqplicated letters or 
bulletins (form letters, etc«) 

Compose copy at the typewriter 



3.0 

4.0 
5.5 

5.5 

7.0 

9.0 

9.0 

9.0 

11.0 

12.0 

13.5 

13.5 

15.0 



78 

77 

74 

74 

72 

69 

69 

69 

68 

64 

62 

62 

60 



Group 3 - Tasks yrformed by 59% to 40% of 
responiients 

Select or order typewriting siqiplies and 
equipment (ribbons, erasers, etc.) 

Select or order proper typewriting paper 
and carbon paper 

Make corrections with Tip OK, Ko-rect)T?c, 
etc. (requires no erasing) 

Type in oatline form 

Type postal cards 

Type information on continuous roll t^>e 
(guimed back or self-sealing back) 



16.0 

17.0 

18.0 
19 ..0 
20.0 



21.0 



54 

$0 

48 

45 

41 

40 



T>:PBNRIT1N6 tasis continued 






^irow 4 - Tasks yrforaed by 39% C; . > 20% of 
yesponasnts 

Prepare ruled business ^oras 
Type ainutes or reports of aeetin^s 
Type and correct spirit aasters (e»g.» 
Ditto Masters) 

Talce dictation at the typewriter (type 
dictation as eaployer dictates) 
type on printed personnel foms 
type and correct stencils (Miaeogr^ 
process) 

Type on printed purchase requisitions 
on printed purdiase orders 
ly^ on printed checks 
ty^ on printed invoices 
7^!)^ on printed aonthly stateaents 
iry^ on printed telegraas 

on printed payroll tiae sheets 
T^ and correct offset aasters (aats or 
aultilith) 
type budgets 
T^ on printed vouchers 
Ty^ on printed receipts 
ty^ balance sheets 



Tiaes 
Mentioned 
Rank (Per Cent) 



22.5 34 

22.5 34 

24.0 33 



25.5 32 

25.5 32 



27.0 

28.0 
29.5 

29.5 

31.5 

31.5 

33.5 
33.5 



31 

30 

29 

29 

25 

25 

24 

24 



36.5 22 
36.5 22 
36.5 22 
36.5 22 
39.0 20 



Group 5 • Tyks performed by less than 20% of 
respondents 



Type on printed W-2 tax foras 40.0 
Ty^ agreeaents 

on printed credit aeaoranduas 41.5 
Type iiapy where all lines end even on the 

right aargin (justifying) 43.0 
Type acknowledgaents d4.5 
Ty^ on printed tax returns 44.5 
Type profit and loss s^tateaents 46.5 
Use proofreading syabols 46.5 
Type affidavits 

TVpe insurance foras 49*0 
T^e on printed credit inquiries 49.0 
T^^ sales contracts 32.5 
Type display or decorative type copy 52.5 
ly^ on printed news releases 32.5 
T^e on printed quotations! 52.5 
Type on printed shipping orders 55.0 
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18 

18 

17 

le 

16 

IS 

IS 

14 

14 

14 

13 

13 

13 

13 

12 



TyPENRlTING TASKS GONTlfUED 



Type leases 

T^>e on printed bills of sale 
T^ on printed pronissory notes 
ty^ baiik reconciliations 
T^ real estate papers 
Type powers of attorney 
ty^ MTtgases 

Type on printed sales quotas and graphs 
Type deeds 

Ty^ incorporation p^rs 
Ty^t insurance policies 
tH^ proxies 

T^i wills and probate papers 
T^ litigation p^^s 



Tines 
Nentioned 
R aidc (Per Cent) 



57.0 U 

57.0 11 

57.0 11 

59.0 lO 

60.0 7 

vS2.0 6 

6^.0 6 

6^.0 6 

65.0 5 

65.0 5 

65.0 5 

67.0 4 

68.5 3 

68.5 3 



raiCENTASES Of ALL tnRKBRS WERATING 
OFFICE MACHINES AND BJUIFNENT 






Group 1 • Tfks yrfonwd by 80% or aoro 
i^ipondoiit s 



Operftte typonritor*^ N92B: use asnuels 

only; 17% use electrics only; 43% use 
both asnuels end electrics 



Rsidc 



1.0 



Tines 

Nentiooed 
CPer Cent) 



91 



Group 2 - Tasks yrfomed by 79% to 60% o£ 
>spflndents 



rei 



Operate id^key adding aschine 
G^erste cop)fing aschine (e.g.» Xerox» 
Ihtraofsx, etc*) 

Ojperste p^r punth 
(^rste psper cutter 



2.0 

3.0 

4.0 

5.0 



76 

70 

6 ? 

60 



Group 3 - Tasks i^rfomed by 59% to 40% of 

*nispond«its 



rej 



Hone 



Group 4 • Tasks yrforaed hy 39% to 20% of 
respondent s 



Operate rotary calculator (e.g., Nonroc< 
CSk-10, SCM Nsi'chant 10-CM» Friden Cir» 



etc.) 


6.0 


39 


Operate intercoa 


7.0 


37 


Operate spirit duplicator (e.g.* Ditto) 


0.0 


25 


iterate nailing aeter (postage neter} 
Operate stencil duplicator (e.g.* 


9.0 


23 


aiaeograph) 


10.0 


22 



*This itea did not specifically iqnP^sr in questionnaire. The 91% figure 
represents a coaposite of three questionnaire iteas: *'qperate asnual 
typewriter^*' "operate electric typewriter (standard)*" mA "operate IBM 
Executive typewriter." The original data seeaed to indicate that the 
respondents did not differentiate between a standard electric and an IM 
Executive typewriter. 




OFFICE mCHINES CONTINUEO 






Cerate fiill keyboard adding- listing 
Machine 

Operate check writer protector 



Tines 
Mentioned 
Rank CPer Cent) 



11.0 21 

22.0 20 



Group S - Tasks wrfomed by less than 20% of 
resikmd enti 



Cerate printing calculator 


14.0 


19 


Cerate transcribing Machine (Dicta{dione, 
IBM Executary* etc.) 


14.0 


10 


Operate mntiering Machine 


14.0 


19 


Operate nailing sealer 


16.0 


15 


Service office Machines and equipnent 
(Minor repairing) 


17.0 


14 


Operate addressograph 


18 c 0 


12 


(^rate public-a^ress systen 


10.0 


11 


Cerate switcMjoard (PBX) 


21.0 


10 


Operate dictating Machine 


21.0 


10 


(^rate cash register 


21.0 


10 


Cerate bookkeeping Machine 


24.0 


8 


O^rate electric stapler 


24.0 


8 


<^perate tape recorder 


24.0 


8 


Gyrate teletype 


27.0 


7 


O^rate key punch 


27 .C 


7 


Use illunlAated drawiig board (e.g.» 
Mineoscope, etc.) 


27.0 


7 


Operate key==d*xi,ven cal.nsli&tor 


30.0 


6 


Operate Microfilm reader 


30.0 


6 


(^erate autonatic collator 


30.0 


6 


(^rate billing Machine 


34.5 


5 


(^rate sorter 


%A r 


5 


(^lerate offset duplicator (e.g., 
nultilith) 


34.5 


5 


Operate facsimile Machine 


.54.5 


5 


(^rate folding Machine 


M.S 


5 


Cerate autoauitic letter opener 


34.5 


5 


(^rate tabulating machine 


41.C 


4 


Cerate electronic calculator (o.g.» 
Friden 132 Electronic Calculator) 


41.0 


4 


Cerate photographic camera 


41.0 


4 


Cerate microfilm reproducer 


41.0 


4 


(^rate mjxrofilm recverder 


41.0 


4 


Cerate clieck signing machine 


41.0 


4 


(^rate film, filmstrip, or slide 
projector 


41.0 


4 



miCE MACHINES CONTINUED 



Tims 
CPer Ctnt) 



Rank 

0|p«i«te card verifier 48»0 

Oj^ate coNputer 4S.0 

oj^xate burster aachine 48.0 

Q^tte tyjjtng aachine 48.0 

Cerate eabessiug nacb^fie (Gxiiplioiype) 4i«0 

O^xiite diange-iAciiig machine 48 »0 

(^exiite elevator (not self-service) 48.0 

(^rate automatic typewriter (Autotypist » 

Rot^type* IBM Magnetic ti^e aiadiine* 
etc.) S6.0 

Operate gang punch 56.0 

Operate accounting machine 58*0 

Cerate motorized filing equipment S6.0 

Cerate de-collator ^» 6.0 

ojfvntt binding machine 56.0 

Operate piqper shredder 56,0 

(^rate laidnating saciiine 56.0 

Cerate overhead projee';os 56 .0 

Operate Vari-typer 63,0 

Operate JmUnHtrr 63.0 

<^»erate Plexowriter 63*0 

Operate inserter (stuffing machine) 63,0 

<^rate Cerlox marine 63.0 



M W (<) M <M M 



PERCtiNTAGES OF ALL NORKEIRS TAKING 
DICTATION AND TRANSCRIBING 



Group I - Tiks yrfoxaed by 80% or liore 

"" tospondents 

None 

Group 2 «* Tests yrfomed by 79% to 60% of 
respon^nts 

None 

Group S - Tests yrfomed by S9% to 40% of 
respondents 

None 

Group 4 - Tests ^rfOrned by 39% to 20% of 
respondents 



Rent 



write shorthend (ei^ systen}* 

Tete dictetion over the telephone 
Trenscribe (type) fron shorthend outlines 
Write shorthend fron two or note dietetors 
(but only one et e tine) 

Trenscribe (ty^ iron recorded nedie-«belt, 
disc* etc. (e.g.* IIM Executery* Diets* 
phone* Stenorette* otc.) NOTE: 13% write 
shorthend end trsns<$ribe fron recorded 
■edie; 7% trenscribe from recorded medie 
only. 



1.0 

2.0 

3.0 



4.0 



5.0 



Tines 
Mentioned 
(Per Cent) 



32 

29 

27 

22 



20 



Group 5 - Tests yrfoanned less than 20% of 
respondents 

Write groip proceedings and/or conferences in 

shorthand 6.0 13 

Wtite shorthend from only one dictator* 7.0 8 



*These itens did not specifically iq^er in questioimeire. It was 
necessary to extrapolate these dete. 
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OXCIATXQN AND TRANSCmBXNG CONIINUED 

Transcribe (type) fron shorthand aschine 


Rank 


Tines 
Mentioned 
CPev Cent) 


(e.g., Stenogn^) 
Operate shorthand aadiine (e*g,» 


8.0 


4 


Stenograph) 


9.0 


1 
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PERCENTAGES OF ALL WORKERS PERFORMING 
MAILING TASKS 



TiMS 

Mentioned 



Group 1 - Tasks performed by 80% or more 
respondents 


Rank 


CPer Cent) 


Address letters, packages, etc. 


1.0 


86 


Insert letters in envelopes 


2.0 


82 


Fold letters 


3.0 


80 



Group 2 - Tasks yrforned by 79% to 60% of 
^smmaents 



Seal envelopes (manually) 


4.0 


77 


Open mail 


5.0 


73 


Take mail to nail room or nail box 
Mark, attach, or enclose materials for 


6.0 


72 


outgoing mail 


7.0 


71 


Read incoming i»ail 


8.0 


70 


Sort nail (for different persons) 


9.0 


65 


Forward or distribute mail 


10.0 


64 



Group 3 - Tasks yrforoed by S9% to 40%_ol 
responaents 



St«q^ envelopes (aanually) 11*0 
Pick 11 ^ nail (leave desk to obtain) 12.0 
Sign for Registered Nail 13.0 
Sort nail (in priority order) 14.0 
Read outgoing nail to check up on infor- 

nation, etc. i3.0 
Make notes on inconing aail which superior 

should see 10. S 
wrap and tie packages 16.5 
Attach pertinent correspoidence to incoming 

nail for superior to refresh his memory 18.5 
Sign boss's mail (his signature) 18.5 
Take mail to post office 20.0 
Have mail registered or certified 21.0 
Calculate postal rates (pan*.el post, bulk, 

1st class, etc.) 22.5 
Stuff, bundle, sort, and/or ^abel outgoing 

bulk mail 22.5 



56 

55 

5 ? 

SC 

48 

46 

46 

45 

45 

43 

41 

40 

40 



o 
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IM1L1N6 TASKS CONTINUED 

6;pottP 4 - Tasks yrfoxaed by 39% to 20y< of 
"" responocnts 

Purchase postage 

Staqp incoeing sail (as to date, tiae« 
etc.) 

Make up mailing list 
Rr/ise mailing list 
Check mailing list 
Have mail insured 
Distribute nailing list 
Obtain mailing material from post office 
(certified and registered mail stickers* 
rate sheets* etc.) 

Trace mail 



Group S - Tasks yrformed by less than 20% of 
respon^hts 

Log incomiaig mail (in regular book) 

Use franking-permit privileges (right to 
send free mail) 

Keep postage meter record 
Recall mail from post office 



Rank 


Times 
Menticned 
(Per Cent) 


24.0 


38 


25.5 


37 


25.5 


37 


27.0 


35 


28.0 


34 


29.0 


30 


30.0 


23 


31.0 


21 


32.0 


20 


33.0 


17 


34.0 


16 


35.0 


14 


36.0 


8 



PBICENTASES OP AU HORKERS PESFMHINS 
FILING TASKS 






6rotg> 1 - TmIsi ^rforaed by 80% or mow 
rosponints 

Get aetdriels itom files 
Sort Mteriels for filing 



Tiaes 
Hentioned 
Rank fPer Cent) 



1.0 90 

2.0 84 



Group 2 - Tasks yrforaed by 79% to 60% of 
respoBoents 

Mike folders and folder titles for files 



Uabels) • 5.0 

Search for lost saterials 4.0 

Transfer records to inactive files 5.0 

Pile aaterials bp naae of person 6.5 

Revise files 8.S 

File aaterials by t<^ic ovr subject 8.0 

Keep card indexes of various kinds 9.5 

Haitaile classified or confidential files 9c 5 

. File aaterials by nunber 11*0 



77 

75 

74 

68 

68 

65 

61 

61 

60 



Group 3 « 



Tasks lyrforaed by 59% to 40% of 
respondents 



Dispose of records 12.0 
File aaterials by date 14.0 
Select and/or oriter filing equipaent and 

supplies Id.O 
Control and aanage filing syst^ 14.0 
Handle cross references 16.0 
Keep tickler or follow-up files of various 

kinds 12.0 
Follow itp released aaterials 18.0 
Cheek out aaterials froa files to enploy^es 19.0 



57 

55 

55 

55 

50 

49 

45 

41 



Group 4 - Tasks yrforaed by 59% to 70% of 
respondents ' 

Install filing system 20.0 
Assian file nuabers 21.0 
File aaterials by city» state* or region 22.0 



59 

54 

25 
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FILING TASKS OONTINUSD 



Ki«p clipping file (newep^^ers, Mgezine 
articles, etc*) 



Rank 

23.0 



Grmip S «> Tasks yriforaed by less than 20% of 
respoiiitem; s 



clippii^ bocks (of any type) 24,0 
Use nicrofilaing equipaent 2S.0 
Pile aaterials by sound (Soundex, etc.) 26.0 
Use Botorised filing equipaont 27.0 
Use aagnetic filing e^paent 2S.0 
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wf i i ii jj iaa r« a< 



Tiaes 
Ksntioned 
(Per Cent) 



21 



11 

6 

4 

3 

2 



PEJUCmAGBS OP ALL WORKERS PERFORMIMG 
leiEPHONlNG AND GQMNWICAT1N6 TASKS 



Gtoup 1 - Tasks y rfoiaed by 80% or mm Rank 

yissikiiiBeiits 

Answar taiaphone 1«0 

Placa tal^kona calls (local) 2,0 

Cany out writtan or oral or^rs or 

instructions of supariors 3.0 

Placa talapkona Maoranda* aassagast atc*» 

Whara aaployar will saa thsa 4.0 

Turn talqdma calls ovar to anothar 

dapartaent 5.0 



Group 2 - Tasks yrforaed by 79% to 00% of 
raspondants 

Conposa Gorraspondanea 6.0 

Placa talaphona calls (long distance) 7,0 

Giva oral directions to othar offica 

workars 5*0 



Group 3 - Tasks yrforaed by 59% to 40% of 
raspondants 



Conposa business reports of ar.y kind 9.0 
Con^sa urittan directions to other office 

porkers 10.5 
Screen eq^loyar*s calls 10.5 
Racaiva talagraas and/or cablagraas 12.0 



Group 4 - Tasks yrfornad by 39% to 20% of 
raspondants 

Sand talagrans and/or cablagrans 13.0 

Maintain record of long distance ^^lls 14.S 

Decide on least ajqpansiva and/or nost 
desirable way to connunioata (talagraa, 
long distance call» ata.) 14.S 



Tines 
Mentioned 
(Par Cant) 



95 

92 

86 

84 

83 



74 

73 

68 



50 

49 

49 

45 



37 

29 



29 



32 



TELEPHDH1N6 AMI GCNMlNtCATING TASKS GQIITINUBO 

Group S • Tasks poyfowwd by Isss than 20% of 
raspon^ts 

Arsanga for sod/or cancal nauspi^r or 
aagaxina advartis&ng 

Couposa PONS itaas or Mgasina articlas 
(nairsp^^arst trada pub^.ieatioiis. House 
organs* ate.) 

Giva oral prasantations (rtvports* spaachas* 
ate.) 

Co^K>sa legal piqpers 

Giva dictation to othar office writers 

Figure cost of talagrans* long distance 
calls* etc. 

Conduct Matings 

Prepare audio-visual Mtarials (trans- 
parancias* tape recordings* etvc.) 

Code telagraM imd/or cablegrans 

Da-code talagraas and/or cablograas 



Raidt 



16.0 



I7«$ 

17.5 

19.0 

20.0 

21.0 

22.0 

2S.0 

24.5 
24.5 



TiMS 

Mentioned 
CPer Cent) 



17 



IS 

13 

II 

10 

9 

8 

7 

3 

3 



PFJTJNTAGSS OP MJL imRKERS PERPOIKIliC 
OeRICAS. TASKS 



Group I - T f^ko ywrttowitd by 80% or mt% 
Faipondentf 

Look UTi HUMS Addrossos 



TI»9S 
MontioPid 
Rftnk fppg ContH 



1«0 SO 



Group 2 - T — kt yrldfed by 79% to 60% of 
ruiponoontp 

Amnigo pipm or urtlclos cm 3 four own and/or 



your Mployor*s doak 2.0 

Clit aattrifili C^ciaiom* yiq^r cutter, etc.) 3.5 
I<ook over notee and nines for the day 3.5 

CSieek on stqpplies (for re-orderins 

purposes) 5.0 

Rake notes for next di^*s node 6.0 

AssMble and st^le duplicated naterials 7.S 

Change calendar daily 7.S 

Order supplies of various kinds for the 
office (fkon suppliers or central supply 
dipartnentO 0*0 

Send out not ices of any type 10« 0 

Conpare eojgy (one copy with another copy) 11.0 

Protect valuable and confidential 

naterials 12.0 



79 

75 

75 

74 

73 

72 

72 



65 

63 

61 

60 



Group 3 - Tasks yrfomed by 59% to 40<» of 
respondents 



Keep desks equipped with office supplies 

(sharpened pencils, iidc in pens, etc.) 13.0 
Ccnpile periodic reports 14.0 
Get infomation fton various departnents 

needed for correspondence 15..5 
Change dates on nd>ber stamps or tine 

staiip nachine daily 15.5 
Make out requisitions 17.0 
Distribute supplies 16.0 
Inspect naterial received for conpleteness, 

damges, etc.) 19.5 
Count Itens 19.5 
Work with records of tine and tine cards 21.0 



58 

56 

55 

55 

52 

SO 

49 

49 

47 







W 



CU SICM. TASKS OOitTlMlEO 



Mik* diuiga 

Gather data te^ fill o?it questiomiaives 
Pof t notices 



Gioiip 4 - Tasics yrfomed by to 20% of 
respopoenti 

Check noney orders* diecks* e^c«* as to 
aaounts* dates* signatures* etc. 

Ta^ inventory 

Get quotations on sii^plies (fron 
si9plier) 

Oust eaployer*s desk and keep esqployer^s 
desk neat 

Route shipaents of naterials (within 
office* between departaents* e«:c.) 

Keep daily attendance of es^lcyoes 
Keep of fire aamal or instruction book 
for e^^loyees 

Review unfinished business file 
caieck up on observance of various laws 
(in connection wii^ work) 

Malta preparations for aeetings 
Place daily newspapers* nagazines* etc.* 
on eaf/loyer*s desk 

Keep calendar aarked. with appointaents for 
esployer at his <liesk 
Weifl^ iteas 

Make oat accident nports for self or 
other workers 

Anticipate needs of esployer as to records* 
pipers* etc.* needed on trips* for 
interviews* etc. 

Check personnel of coaaittoes (naaes* 
ad^sses* etc.) 

Keep records on aaps or charts (sales 
records* ate.) 

Obtain trip reservations and/or ti^.. tts 
for eaployer 

Renew newsp^^ and magazine subscriptions 
Make hotel reservations for «Mployer 
Prepare signs* posters* or other graphic 
materials 
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Tiaes 




Msntioned 


Raidc 


(P.r C.^ 


l^t.O 


44 


25.0 


41 


24.0 


40 



25.0 


39 


26.0 


38 


27.5 


37 


27.5 


37 


30.5 


35 


30.5 


35 


30.S 


35 


30.S 


35 


^3.0 


35 


3e.O 


30 


3S.0 


29 


36.5 


28 


36.S 


28 


38.0 


27 


39.0 


26 


40.5 


24 


40.5 


24 


42.S 


22 


42.5 


22 


44.5 


20 


44.5 


20 








asUiiSUk 




CLERICAL TASKS CONTUIUED 




Tines 

Mentioned 




Rank 

mrnmmmvm 


(Per Cant) 


Make change 


22.0 


44 


Gather data to fill out questionnaires 


23.0 


41 


Post notices ^ 


24.0 


40 



Gxoup 4 - TmIcs yrfonwd by 39% to 20% of 
yMpbadtiiti 



Check mn9y orders^ dieckf » etc. » as to 

aiMMiiitSt dates* signatures* etc. 25.0 219 

Take inventory 26.0 SB 

Get quotations on supplies (froe 

svy^lier) 27.$ 2(7 

Dust enployer's desk and keep eqplqyer*s 

desk neat 27.5 2(7 

Route shipnents of natesials (within 

office* between departnents* etc.) 50.5 2(5 

Keep daily attend/ince of eoployees 30.5 2(5 

Keep office wuiual or instruction book 

for eivlcyees 30.5 2(5 

Review unfinished business file 30.5 2(5 

Qmk up on observance of various laws 

(in connection with work) 33.0 33 

Make preparati»X)S for aeetings 34.0 30 

Place daily newspapers* aagasines* etc.* 

on i«plqyer''s desk 35.0 

Keep calendar narked with appointnents for 

enpicyer at his desk 35.S 25 

Wei^ itens 36.5 28 

Make cut accident reports for self or 

other workers 38.0 27 

Anticipate needs of enployer as to records* 
papers* etc.* needed on trips* for 

interviews* etc. 39.0 26 

Cheek personnel of coonittees (naaes* 

addresses* etc.) 40.5 24 

Keep records on naps or charts (sales 

records* etc4 40.5 24 

Obtain trip reservations and/or tickets 

for enployer 42*5 22 

Renew newspaper and aagazine sidiscriptions 42.S 22 

Make hotel reservations for enployer 44*5 20 

Prepare signs* posters* or other graphic 

naterials 44.5 20 
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A 



CLERICAL TASKT. GONTINUED 



Group S - Tf kf yrfonwd by lets than 201 of 
roaponawit i 



Rank 



Scan rm$ptper», mgMiitiM, trade Joumali» 



for aiployar aarfcing itaw of intorost to 
biB 47.0 

Nalco out shipping Instnietions (outgoing 

shipBants) 47.0 

Prapara agan^ for Boatings 47.0 

Approva raqoisitions aada out by others 50.S 

Chech tally sheets on various jobs 30.S 

Revise stocdc list S0.5 

Have legal p§p9xs recorded 50.5 

Hake arrangeBsnts for freight* es^ress* 

etc. 5S.0 

Maintain incoBing and outgoing correspondence 
ivegister S4.S 

Record daily shipnents 54.S 

Revise catalogs Sd.O 

Hake out day's schedule for eeployer 57.0 

Hake out itinnrary or schedule for 

iuployer's trips SB, 5 

Secure govemwmt persdts of various kinds 

(buildings* tax* etc.) SS<^5 

Do uotk involving custons* tariff regula- 
tions* etc. 60.0 

Act as notary public 61.S 

Keep record of territory asitigned salesBon 61.5 
Obtain infomation and papeis for foreign 

travel for employer 63.5 

^ly for passports or visas for employer 63.5 



TIbos 
Mentioned 
(Per Cent) 



19 

19 

19 

18 

18 

18 

18 

17 

15 

IS 

13 

12 

11 

11 






10 

7 

7 

4 

4 
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PERCENTAGES OF ALL IfORKERS 
SECURING DATA 



Group I • Toska yrforiied by 80% or noro 
rtspoaoents 



TIjms 
M entioned 
Rank (Per Centj 



Use telq^one directory 
Use dictionezy 



1*0 95 

2.C 86 



Group 2 - Tasks perfoneed by 79% to 60% of 
respondents 

3.0 64 

4.0 62 



Use coepaiqr mmuals 
Use office aanuals 



Group 3 - Tasks yrforaed by 59% to 40% of 
respondents 



Use U. $. Zip code Directory 


5.0 


56 


Use city directory 


6.0 


51 


Use other reference books or annuals not 






listed here 


7.0 


47 


Use naps 


8.C 


42 



Group 4 • Tasks yrfomed 39% to 20% of 
respondents 



Use secretarial handbook 


9.0 


37 


Use technical aanuals 


10.5 


34 


Use neuspapers 


10.5 


34 


Use U. S. Postal Manual (postage rates, 
types of nail) 


12.0 


31 


Use nagazines 


13.0 


29 


Use synonym books, thesaurus 


14.0 


22 


Use atlas 


15.0 


21 


Use timetables (R.R., airlines, etc.) 


16.0 


20 



37 



SECURING DATA CONTINUED TiMS 

Hentioned 

Group S - Tasks yrforaaci by less than 20% of Rank (Per Conti 



y,'esixmden^ 

Use library card indexes 17.0 IS 
Use encyclopedia 10*0 12 
Uiie Ifotel reference books 19.0 8 
Use aiaanac 20*0 7 
Use Rtader*s Guide to Periodic Literature 21*0 4 
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■liieiiMhaiiieiiieMi 



PERCENTAGES OP ALL NORKERS USING 
NATHENATICS 



Group 1 - Tasks imfomed by 80% or aore 


Rank 


Tines 
Mentioned 
fPer Cent) 


responoents' 






Use addition 


1.0 


93 


Use subtraction 


2.0 


93 


Use aaltiplication 


3.0 


89 


Use division 


4.0 


87 


Add long coluans of figures 


S.O 


81 


Group 2 - Tasks perfomed by 79% to 60% of 
responoenis 






Use deciaals 


6.0 


77 


Use fractions 


7.0 


68 



Group 3 - Ttslcs yrforuod by 59% to 40% of 
rosponoonis 



Convert fracti<ms to deciaals 


8.0 


S3 


Convert deciaals to fractions 


9.0 


47 


Conpute percentage prdbleas 


10.0 


46 



Group 4 - Tasks yrfomed by 39% to 20% of 
rospoaoonts ' 



Conpute sales tax 


11.0 


37 


Conpute trade and cash discount 


12.0 


26 


Coapute interest charges 


13.0 


23 



Group S - Tasks yrforuod by less tliisn 20% of 
rospbiioonts 

Coupuf,6 sMunt and per cent of aarkitp or loss 14.0 
Compute insurance preniuus Cii^«« nodical » 



retirenentf etc.) IS.S 
Conpute p roperty and/or incone taxes IS.S 
Nork with reciprocals 17.0 
Conpute dividends 18.0 
Con^te foreign nonies figures 19.0 
Convert figures to aetric systen 20.0 



16 

12 

12 

11 

9 

7 

4 
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PERCENTAGES OP AUL WORKERS PERFORMING 
PINANOAL AND RECORDKEEPING TASKS 



GgQiip 1 - Tasks yg f o t td by SOI or mm Raaik 

rssponasnts 

Nona 



Group 2 - Tasks yrftwawl by 79% to 60% of 
raspopdsats 

Nona 



Group 3 • Tasks yrf6ruad by S9% to 40% of 
riwK^aaants 



KOap boi^ and/or lodgers for may purpose 1«0 
Hake journal entries (any type of journal) 2*0 
Check bills and/or invoices (veri^ 

extensionss otc«) 3*0 
write receipts 4.0 
Keep current files of invoices and purchase 

orders $.0 



Group 4 - Tasks yrforned by 39% to 20% of 
raspondeptr* 



Make entries in S]»ecial journals (Cash Receipts* 



Sales* Paynent* Purchases* etc.) 6.0 

Deposit checks and/or cash in bank or 

cashier's office 7*0 

Take orders for various goods or services 

(in person or by ptone) 8»5 

write checks (for any purpose as a part f 

your job) g.S 

OK bills of ai^ kind 10.0 

Cash checks ll.C 

Give checks to employer for signature 12.f; 

Act as cashier or teller 13.0 

Post (transfer) ejitries fton journals to 

a ledger Cgraup of accounts) 15.0 

Use ledger accounts irith- yn>alance" coliaai 

(balance fom) 1S«0 






Tines 
Mentioned 
(Per Cent) 



4$ 

44 

42 

41 

40 



38 

36 

34 

34 

33 

31 

29 

28 

27 

27 




FIKANCIAL AND RECORDKEEPING T/5KS OONnWIBD 



minUin ptyroU register (rU wployees 
listed) 

Coipiit# psyiolls for (Mpioyeoi 
Ccwpilo ststistlcftl data 
A^ly for groi 9 insuranco iiss an aaployoo) 
Nakt •^Gonaral Joumal" ontiios 
Work with subsidiary lodgaz (aecoimts 
rwooivbble* accounts payablo* otc.) 
Endorst chadcs 
Provo cash daily 

Take care of chodkbook and lituhs 
Koap cash account 
Riconeila bank statanant 
Kaap patty cash account 
Calculate deductions (Incane Tax» FICht 
Insurance* etc.) 

Maintain individual en^loyaa ’s aamis^gs 
records 

Send out invoices for payaonl. due (on 
contract* etc*) 

Take care of baiddiook 
Maintain price lists and nake necessary 
dianges 

Figure extensions 
Make petty cash paynsnts 
write checks for payroll 
Sell various goods or services 
Use check register 



Group S - Tasks y>?fomed by less than 20| _^ 
respondents 

Prepare Worksheet 
Total weekly or nonthly sales 
Make out nonthly statenents (for sendees 
rendered* goods sold* etc.) 

Keep track of bad debts 
Coinit laoney to verify cash register 
rettsms 

Make **Goobined Journal” entries 
Handle collection of outstanding debts 
(accounts receivable) 

Make entries directly to accounts if 
business does not use journals 



Tines 

Mentioned 



Rank 


(Pmt Cent) 


1S*0 


27 


18.0 


26 


18.0 


26 


18.0 


26 


31.S 


2S 


21.5 


25 


21.5 


25 


21.5 


25 


24.5 


24 


24.5 


24 


26.5 


23 


26.5 


23 


29.5 


22 


29.5 


22 


29.5 


22 


29.5 


22 


S5.0 


21 


55.0 


21 


SS.O 


21 


56.0 


20 


36.0 


22» 


36.0 


20 



40.0 


19 


40.0 


If^ 


40.0 


19 


40.0 


19 


40.0 


19 


43.5 


18 


43.'^) 


18 


45.5 


17 



mmmmm 




nmClM AND REG0RDJCEBP1N6 TASKS GQirriNDeD 



TiMi 
>toiitioiitd 
Rank fPer Cent) 



Prtpare sties slips 45.5 17 

Pveptve t Tritl Btltnce at end of &Kmth or 

fiscal period (prove equality in ledger) 49.5 Jit 

l^eeonl tiue clock data on payroll fozus 49.5 id 

Hake out withholding tax stateaents at end 

of year (N»2 foms) 49.5 16 

Keep PICA tax records (Social Security) 49.5 16 

Maintain file of W«4 foms 49.$ 16 

Prepare vouchr/s for traveling ejqpenses 49.5 16 

Keep state md/or Federal Govemaent 

inooaa tax records 54.^; IS 

Look up cv check on financial ratings of 

custcaars or eaployees S<-yD IS 

Sign c!teeks IS 

Prepare Balance Sheet S9.0 14 

Prepare adjusting entries S9.0 14 

Mske out reports for state and/or Federal 
Govenaoent pertaining to B 6 0 tax* 

FUTA tax» FICA tax» incoae tax, state 
unenplpynent tax, state industrial tax, 
or sales tax S9.0 14 

Figure inventory S9.0 14 

Send out credit aeaos for goods returned, 

etc* S9*0 14 

Age the ace waits receivable 59.0 14 

P^are aceamting data for transnittal to 

conputer center S9*0 14 

Make lists of eaployees for incone tax 

purposes (salaries, etc.) 64*0 13 

Record inventory records in proper foxi»s 64.0 13 

Chart data 64.0 13 

Prepare closing entries 69.5 12 

Close ledger accounts 69.5 12 

Keep state uneoploynent tax records 69*5 12 

Keep state industrial insurance records 69.5 12 

Keep state sales tax records 69*5 12 

Work in connection with other state or 
Federal taxes, licenses, pexaits, 

reports, etc. 69.3 12 

Keep records of sales exMq^t from tax 69.S 12 

Decide diarges m work done 69.5 12 

Make entries only in journal (s) if business 
uses only journal (s)— does not use any 
accounts as such 77*5 11 

Prepare reversing entries 77.S 11 



42 
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FINMCIAI. m REGORDKEBPING TASKS OONTINUEO 



iiisi# ltdfer aceoimt!i 
Post on daily iialos simts by 
d^artasnt or Mi»loyoo 
Ricoid daily sales in unit oontzol fozas 
Nslca decisions on discounts allowdble 
Piguio discount and aaturity dates 
Hoke contract for supplies* services* 
etc* 

Rule ioumals 

KM* Wth tM x»erads (F*4. wM*loy 
■ent tax) 

KM* bwto iMcfa supply dsts tot ineoM 
tax tax oamgmf, tsust« *tc. 

Mnk Ni«b city and/or county tax 
statenents 

Keep records pertaining to enployees 
belonging to union 
Record cash register t^s 
Use voucher register 
Prepare bids (for contract) 

Pr^arc Profit and Loss Statonent 
(Incone Statenent) 

Keep R I 0 tax records 
Record stock count infomation in proper 
book (nerchandise control) 

Assesble and/or interpret cost data 
Countersign diecks 
Collect notes 
Hake up budgets 

Systeiitis^ record itens deductible 
fron incone tax 
N6rk with accruals 

Keep tiage and sales conparison records 
Keep wage and cost conpmsons 
Keep sales perfomance records 
Keep record of interest-due dates 
Responsible for notes* renewals* drafts* 
etCw 

Make lists of contents of office safe 
and/or safe deposit box and keep it 
up to date 

Arrange for insurance policies 
Prepare Post-Closing Trial Balance 
Coupute depreciation 



1^4 



Mentioned 



Ihaifc 


Ctay CmKI 


77.S 


11 


77.5 


11 


77.5 


11 


77.5 


11 


77.5 


11 


77.5 


11 


55.5 


10 


55.5 


10 


55.5 


10 


55.5 


10 


55.5 


10 


55.5 


10 


55.5 


10 


55.5 


10 


95.0 


9 


93.0 


9 


93.0 


9 


93.0 


9 


93.0 


9 


93.0 


9 


93.0 


9 


101.0 


8 


101.0 


8 


101.0 


8 


101.0 


8 


101.0 


8 


101.0 


8 


101.0 


8 


101.0 


8 


101.0 


8 


107.5 


7 


107.5 


7 



A3 




FXKANCIAL AID REC»RDK2EF1H6 TASKS GQKniMD 



Tll»A 
NiStioiMd 
RmiK CPfg C^_ 



Inttrpvet finaneial fifurti intto a 
alajplMr statiwnit 
Htke out luwsfliiold ana/or ptrsonal 
ifar Mployw 

mzmikm ratios othav than onmnt 
ratios or acid»tost ratios 
Bftablish <iopraciation schadiilos for 

CM|Vli|Milllt 

Axraaaa with baidc for frads to ho wired 
<nr €ibl id 

HiKo finaneiai gra^ 

Tdka care of saiplOKor's personal 
insurance C<^» HKe» eto») 

Obtain credit cards for enployer 
Keep list of credit card nusi>ers 
Tigute prenittss (insurance, etc.) 

OK sKK^thly gioiv insurance hills 
Figurt' insurance rates 
Prepare sales«en*s cowission statenents 
Fr^aro Capital Statenent 
Detoraine current ratio 
Get letters of credit fto» hanks 
Make lift of personal sto«dcs, notes, 
collateral, etc. (eaployer*s) 

Keep lists of eaployer«s personal property 
up to date 

Murk on qisarterly or annuial dividends 
Fr^are itvcone tax return for con^say, 
trust, etc. 

Purchaso traveler's checks for employer 
Use insurance register 
rrepare personal incone tax return for 
eeployer 

Check and nail stock ce7ctificates 
Issue dividend checks 
IWke list of securities (for business) 
Secure quotations fron brokers 
Detemine aeid*test ratios 
Make up weekly statenent of overdrawn 
haidc account 

Prepare key^punched custoner credit record 
of charges and paynents for transnittal 
to conputer center 
Purdutse foreign exchsnge 



107.5 

107.5 

114.5 
114.5 

114.5 

114.5 

114.5 

114.5 
114.5 
114.5 

114.5 
114. S 
120.0 

125.5 

123.5 
123.5 

123.5 

123.5 

123.5 

130.5 
130.5 
130.5 



130.5 

l3u.S 

130.5 
130.5 
130.5 
138 5 



138.5 



138.5 

138.5 



7 

7 

6 

6 

6 

6 

0 

6 

6 

6 

6 

6 

5 

4 

4 

4 

4 

4 

4 

3 

3 

3 

3 

3 

3 

3 

3 

2 

2 



2 

2 



mmm 







FINANCIAL AK) E£COU)KEEPING TASKS CONTINUED 



Aname tot payamt of dividanda 
Nika dividand Uata 

Kaap flla of aaturity dataa of s'ACUxttiaa 
stocks 

Piapaxa caah xagistor atock coatsol ti^ot 
tot tiaasaittal to coq^ar ctator 
Sail atocka 



Tlaaa 

IIWtlOMd 

Hank fPar Caatl 

158.5 2 

138.5 2 

138.S 2 

138.5 2 

145.5 i 

14S.S 1 



PERCENTACES OP ALL NOiUQBIIS PEETOIOiniG 
EDITORIAL TASKS 



TiMi 

NtAtiooRd 

Grom> 1 - Tf to yrforaed by 80% or mte Rank CPar Cent) 

yaigbiidaato 

Nona 



Group 2 - Tasto yrfoMBed by 79% to 60% of 
i ragpondanta 

None 



Gioup 3 - Tiska yrfoipad by S9% tc> 40% of 
Rtpopoahti 

None 



Grciup 4 - Tasto yrfo»ad by 39% to 20% of 
reiponaanti* 



Gather data for reports I.O 29 
Prepare aaterial for printer or pid>lisher 2*0 2$ 
Coepile one report fron nuBerous smU ones S.O 27 
Make arran g enents foi centralised departnent 

duplicate 4.0 26 
Edit letter.! d^A^ated by eepli^er S.O 25 
Make arrangenents for centralised departawnt 

to print nateriaf s 6.0 24 
Read legal rolings» current topics^ books* 

etc. 7.0 21 



Group S * l ^ks ^irfomed by less than 20% of 



Check printer 's ''proof copy" 8.0 19 
Clip and collect nagasine articles* neus* 

p^rs* etc.* of interest 9.0 16 
Edit reports* bulletins* etc* lO.S IS 
Punctuate articles* manuscripts* etc. lO.S IS 
Git infotBMtion froai library 12.0 14 



EDXTORtU. TASKS OOKTUilHI 



mu miiiiftiitiits for contnaisod 
doptstMOt to bind antorinlt 
Axranfo for printed profrwHi 
Giro neifs* inforantion* etc.* to 
reporte rs 

Tske cere of pid»licit>P iteai 
SuMerise articles* r^rts* lectures* 
etc* 

Edit neniiirrintt 

Write advertiiMs of various binds 
(circular letters* bulletins* nmwftipw 
advertising* etc*) 

Prepare pai^hlets and catalogs 
Write copy for neuspivers* aagarines* etc* 
Prepare pMters for advertising 
Kei^ scr^ books of various iteas for 
newspapers or nagasines 
Help plan advertising c aiwpa i gns 
Gather news for various pi^rs* aagazines* 

tttiCie 

Conpile bibliogif^phies 
Edit nagaxine os* p^^ (house organ* 
trade nagaxine* etc*) 

Translate letters* articles* etc** non 
foreign language into English 
Translate letters, articles, ate., fses 
English into foreign language 



Tines 
Hsntioned 
Rank (Per Cent) 



u*o 


12 


14*5 


11 


14*5 


11 


16*0 


9 


17*0 


8 


15*5 


6 


10*5 


6 


20*5 


5 


20*5 


5 


25*0 


4 


25*0 


4 


25.0 


4 


25*0 


5 


26*5 


2 


26*5 


2 


29*5 


1 


2S*5 


1 



PfiXCEKtAGES OP AUi NORKBRS NEETUI6 AND NDRKIHGI 

NltH PfiOPiE 



CiOMP I - Tiki ttwfampd by SOI or won 

Plan wofk for «ie*s solf 
6ivo ittfozMtion in mipoaso to voxbal 
ini|uiri#s 

Dor;ido on priority of work for tolf 



Ptnk 



1.0 



2.0 

S.O 



Group 2 • T»ks yr i oit d by 72% to 60% of 
roipondonto 



Disoct pooplo to proptr offico or dopartaont 
Haar coaplaints in offico add over tola- 
phono 

Hoot callorr 
Nako introductiona 

Hiko rtconn!5ations for i ap r ov o ao n ta of 
offico proGvtduroa* routinoa* otc. 



4.0 

5.0 

6.0 

7.0 

8.0 



Greup 3 • taaka yrfo«ar4 W S9% to 40% of 
roaponooni'a^ 

Confor tilth aoployor on policy* procodiiroa* 

4ltJCo 

Inatruet now rjployooa (woric procodiixoa* Jcdi 
oriontotion* otc.) 

Khop aaployoT/ roaindod of ongagaaenta* 
datoa* t)iinga to do* otc. 

Givo diroctiona for work to bo dono (ja a 
co^workor or auporviaor) 

Cooxdinato with o^or poraoonol on various 
aattf ra for oaployor 

Mako opgagoaenta and appointaonta for 
oaployor 

Plan woric for others 

”Scr«on” visitors or pooplo who want to 
fioo your oaployor 

Got fid of craidca* boggara* and other 
undoairabloa 

Chock up on unfinlahod work of other 
oaployooa 

Handle service calls on oquipaont 



9.0 
10.0 

11.5 

11.5 

15.0 

14.0 

15.0 

16.0 
17.0 

18.5 
18.5 



Tiaoa 



j£SL£S^i 



88 

87 

02 



78 

72 

70 

67 

62 



56 

54 

55 

55 

50 

45 

44 

43 

41 

40 

40 
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MEETING AND WORKING WITH PEOPLE COKTIMJEO 

GtJUp 4 • Tasks yrforaed by 39% to 20% of 
rsspondants 

Dseida on priority of work for others 
Follow up on written notices iw aeetinfs 
by telephone 

Oistrihute work ewmg other eiipleyees 
(in a supervisory edacity) 

Manage office 
Supwvise other enployees 
Round up people for seating s 
Counteract false reports which spread in 
organisation 

Assist in plans for entertaimients* 
receptions* dinners 

Attend conventions* banquets* or seetings 
outside cojpany but relating to conpaby 
business 

Interview and/or re co — e nd applicants for 
e^pHysent 

Consult with attorney* tax-exaniner* 
auditor* etc. 

Act as a guide to visitors 
Reprinand enployees 
i^xove (CK) custoners^ checks* charge 
purchases* etc. 



Group S - Tasks yrfeoied by less thar> 20% of 
respbnoents 

Investigate causes of trouble between 
enployees 

Serve on eonuittees within conpany 
Arrange lunch hours or vacations for 
enployees 

Help with caipaigns of various kinds 
Render policy decisions on questions 
asked by nenbers of office force 
Investigate references, personal or 
financial 



Rank 


Tints 
Mentioned 
(Per Cent) 


20.0 


39 


21.0 


36 


22.0 


33 


23.0 


31 


25.0 


30 


25.0 


30 


2S.0 


30 


27.0 


25 


28.0 


24 


29.5 


23 


29.S 


23 


31.0 


22 


32,5 


20 


32.S 


20 



34.5 


19 


34.5 


19 


37.0 


18 


37.0 


18 


37.0 


18 


39.0 


17 




MEETING AND NORKING WITH PEOPLE CONTIMIED 



Rank 



Timt 
Mentiftned 
fpar Cmtl 



\ 




Make emnfaMnts for visitors 

(1ioteI« eriterteinBont, etc.) 

Act «s hostess at coaqpany-sponsoted teas, 
coffee hours, parties, etc. 

Issue pereits for various things 
Hire eiployees 

Help organise office or ccepany cosMittees 
Address a aeeting of e^iloyees 
Act for your aaiployer on connittees 
Adainister e^ploynent tests 
Dischane enoloyees 

Tkawl to Mke invettigations q£ vatious 
kinds 

Teach training class of aaployees 
Secure signers for petitions of various 
kinds 

Conduct **Exit** interviews 
Oversee workaen (carpenters, electricians, 
etc.) 

Select and/or invite speakers 
Arrange itineraries for speakei^, salesman, 
etc. 



40.0 

41.0 

42.0 
43.S 

43.5 

45.0 

46.0 

40.0 

48.0 

48.0 

50.5 



50.5 

52.5 

52.5 

54.5 

54.5 



16 

14 

13 

12 

12 

10 

9 

8 

8 

8 

7 

7 

5 

5 

4 

4 




PERCENTAGES OP AIL WORKERS PERFORKIHG 
NISCEUANEQUS TASKS 



Htntiofitd 

Group 1 • T«s1c$ pgrfoyed by BO% or ■ofe 
responi^ts 



Hont 



Gtoiip 2 - Tasks y rforaod bv 79% to 60% oj 
raspoiwcnts 

Strai^t<m up office 
Pust 

Run errsnds 



1.0 77 

2.a 76 

5.0 66 



Group S « Tasks perforaed by 59% to 40| _Qf 
TOSPOPgents 

Prepare or obtain coffee or refreslsiients for 
eaployer or his guests 
Clean and oil typewriter 
tollect noney fro« office e^[»loy«es for 

various purposes 5.5 



Group 4 • Task s yrforned by 39% to 20% of 
respondents 



Clean and oil office i^quipnent other than 
typewriter 

Arrange physical layout of office ^ pictures, 
furniture, dnqperies, etc. 

Select or order fhmishings for office 

Advise employer of illnesses^ deaths, births, 
weddings, etc., of friends 

Purchase flowers, fruit, books, gifts, etc., 
for office 

Arrange for disposal of womomt equipnent 



7.0 

8.0 

9.0 

10.0 



11.0 

12.0 



31 

30 

29 

25 

23 

22 



MISCELLANEOUS TASKS CONTINI^BD 



Gtou^i I * Taskg mvioxas(P by less than 20% ot Rank 



Write letters o^i condolence and congratula- 
tion 13.5 

Keep in tottck Kith legislative activity 

that bears on work 13.5 

Shop for employer 15.0 

Send out Christaias cards for employer 17.5 

iicknowledge letters of condolence and 

congratulation 17.5 

Write suitable cards to accompany gifts » 

flowers, etc., sent by employer 17.5 

Acknowledge invitations 17.5 

Help with decorations at meetings or 

conventions 20.0 

Keep stock of employer's personal station- 
ery, cards, etc., on hand 22.0 

Purd&ase Christmas cards, valentines, 

birthday cards, etc. , for ei^loyer 22.0 

Send out invitations 22.0 

Pr^are and keep up {distract book or file 
folder with excerpts and reprints of 
speeches, hints for speeches, data 
figures, illustrations, etc. 24.0 

Make arrangements for repairs on enployer's 

personal property (car, etc.) 25.0 

Dress window (window displays) 26.5 

Keep employer photognphs and biographical 

information for pid>licity 26.5 

Trace maps 28.0 

Collect stamps for employer, domestic or 

foreign 29.0 

Keep personal diary for enployer 30.5 

Make tracings for blueprints 30.5 

Assist with Isdsoraiory work 32.5 

Make blueprints 32.5 



Times 
Mentioned 
(Per Cent) 



18 

18 

17 

15 

15 

15 

15 

13 

12 

12 

12 



9 

8 

6 

6 

5 

4 

2 

2 

1 

1 



PERCEKf AGES OF 
SUPERVISORY WORKERS 



PERFORMING TASKS 



PaiGENTA^ES OP P>i?iRVI30RY NORiCERS PERFOIQ4XN6 

TYPEWRITING TASKS 




Group 1 - Tasks yrforiKsd by SOI or aore 
respoiwents 

Nono 



Rank 



Times 
fPer Cent) 



Group 2 • Tasks yirforaed by 79% to 60% of 
respongents 

Type addresses on envelopes and/or cards 
ProoEread typewritten work 
lype business letters 
Ty^ carbon copies 

Select or order typewriting mspplies md 
equipeient (ribbons* erasers* etc.) 



1.0 

2.0 

3.0 

4.0 

5.0 



71 

68 

65 

64 

60 



Group 3 



Tasks 
res 



ks yrf< 
pondenti 



toraed by 59% to 40% oi: 
ents 



Type menoranduas 


6.5 


59 


Erase original copies 


6.5 


59 


Erase carbon copies 

Select or order pr^^er typewriting paper 


8.0 


58 


and carbon paper 


9.0 


56 


Type labels individually 

Type cords (index cards* file cards* *'address 


10.5 


49 


finder*' cards* etc.) 


10.5 


49 


Type manuscripts and/or reports 

Type and/or rule tabuiar material (tables* 


12.5 


48 


columns* rows of figures) 


12.5 


48 


type copy from unarranged copy 


14.0 


47 


T^ final copy from rou^-draft c^y 


15.5 


46 


Coarse copy at the typewriter 
Type f^Il-ins on duplicated letters or 


15.5 


46 


bulletins (form letters* stc.) 


17.0 


42 



Group 4 - Tasks wrfomed by 39% to 20% oir 
reswawents 

Type postal cards 

Type on printed purchase orders 



18.0 

10.0 



36 

35 



54 




T/PENRmNG TASKS CONTINUED 



Tines 
Mentioned 
Rank (Peg Cent) 



Make corrections with Tip OK# Ko-rcctj'pc^, 

etc. (requires no erasing) 20.5 34 

T)fpe on printed checks 20.5 

Type in outline form 22.0 S3 

Ty^ on printed invoices 23.0 29 

Prepare ruled business forms 24.5 28 

Type on printed monthly statements 24 » 5 28 

Type on pointed W-2 tax forms 2C.S 27 

Type on printed purchase requisitions 28.5 27 

Type minutes or reports of ^eeetings 29.5 26 

Type on printed credit memorandums 29.5 26 

Type on printed personnel forms 29.5 26 

type on printed receipts 29.5 26 

Ty^ information on continuous roll tape 

(gisemed back or self*sealing back) 32.0 25 

Type on printed payroll tim» sheets 33.0 24 

T^ dictation at the typewriter (type 

dictation as eif loyer dictates) 34.5 23 

Type on printed tax returns 34.5 23 

Type on printed vouchers 36.0 21 

Type agreements 37.0 20 



55 



PERCENTAGES OF SUPERVISORY WORKERS iJ^RATING 
OFFICE MACHINES AND EQUIPMENT 



Gseiip I - Tasks Berfonaed by 80% or smt Rank 

re spondents 

None 



Group 2 - Tasks performed by 79% to 60% of 
respondents 

Operate typewriter* NOTE: 42% i^^e mmials 

only; 7% use electrics only; 29% use both 
manuals and electrics 1.0 

Operate 10-key adding machine 2.0 



Group 3 • Tasks performed by 59% to 40% of 
resp ondi uts 

Operate copying machine {e.g.. Xerox » 

Thermofaxt etc.) 3.0 

Operate paper punch 4.0 

(^erate paper cutter S.O 



Group 4 - Taskr^ performed by 39% to 20% of 
respo>?den»s 

Operr^te rotary calculator (e.g.« Monroe 
CSA-10, SCM Merchant 10 €M, Friden CW, 



etc.) 6.0 
Operate intercom 7.0 
iterate check writer protector 8.0 
C^erate printing calculator 9.5 
iterate full k@^oard adding- listing 

machine 9.5 
Cerate mailing meter (postage meter) 11.0 



Times 
Mentioned 
(Per Cent) 



78 

77 



55 

47 

45 



39 

33 

32 

25 

25 

20 



*See footnote in Cos^osite Clusters section. 






mm 



PEkCENT/^ES OF SUPERVISORY WORKERS TAKING 
DICTATiaM AND TRANSCRIBING 

tasks lass than 20 percent. 



57 



PERCEM*A6ES OF SUPERVISORY NCRKERS PERFORMING 

NRILING TASKf> 



Grom I 



.. > by 80% or wor e 

iioRdes 



TUSk 

respoBdfents 



Times 
Mentioned 
R«nk (Per Cent) 



N&ne 



Gxoud 2 - Tai*!:s nerformed by to 60^ of 
respondents 



Open mil 1*0 

Resd incoffin^ mail 2.0 

Address totters^ packages^ etc. 3.0 

Seal envelopes (manually) 4.0 

Insert letters in envelopes 5.0 

Si^ for Registered Mail 6.0 

MaTk» attach, or enclose materials for 

outgoing; mail 7.5 

Fold letters 7.5 

Sta%'i envelopes 0.5 

Read viutgoing mail to check up on informa- 
tion, etc. 9.5 

Sort mail (for different persons) 11.0 



76 

75 

73 

72 

71 

68 

67 

67 

61 

61 

60 



Group 3 - Tasks p erfo rmed by 59% to 40% of 
responder s 



Forward or distribute mail 13.0 
Take mail to xmdl room or mail box 13.0 
Purchase postage 13.0 
Pick up mail (leave desk to obtain) 15.5 
Make notes on incoming mail which superior 

should see 15.5 
Take mail to post office 17.0 
Have mail registered or certified 18.0 
Wrap and tie packages 19.0 
Attach pertinent correspondence to incoming 

mail for superior to refresh his memory 20.0 
Have mail insured 21.0 
Sign boss's mail ^his signature) 22.0 
Calculate jriostal rates (parcel post, bulk, 

1st class rail, etc.) 23«0 
Sort mail 24.0 



57 

57 

57 

55 



55 

54 

51 

SO 

49 

48 

46 

44 

43 



58 



TASKS CONTINUED 

Gtoup 4 • Tasks p orforaed by 39% to 20% of 
gesponaents 

Make up Bailing list 

Revise mailing list 

Staqp» incoming mail (as to date* tins* 
etc«) 

Check iiailing list 

Stuff* bundle* sort* and/og label outgoing 

? bulk mail 

Obtain mailing mategial fgom p^st oifice 
(cegtified and gegisteged mail stickegs* 
mte sheets* etc.) 

Trace mail 

Distribute mailing list 



Times 

Mentioned 



Rank 


(Per Cent) 


25.0 


39 


26.0 


38 


27.0 


37 


28.0 


35 


29.0 


33 


30.0 


29 


31.0 


27 


32.0 


22 






59 



PERCENTAGES OF SUPERVISORY WORKERS PERFORf4IN6 

FILING TASKS 



TiSMPS 

Mentioned 

Ggoup I - Tasks TOrfoimed by 80% or more lianV CPer Centl 

respondents 

None 



Group 2 - Tasks yrformed by 79% to 60% of 
responaents 

Get oaterials from files i«0 
oeardi for lost materials 2.0 
Sort materials for filing 3.0 
File materials by nape of person 4,5 
Handle classified or confidential files 4.5 
Revise files ^*3 
Select and/or order filing equipment and 

supplies ^*3 
T'ransfer records to inactive files 8.0 
Blake folders and folder titles for files 

(labels) 9*® 



79 

71 

70 

68 

68 

67 

67 

53 

62 



Group) 3 - Tasks yrformed by 59% to 40% of 
respoiwents 



Control and manage filing system 10 .0 
Keep card indexes of various kinds 11*0 
Dispose of records 12.0 
Keep tickler or follow-up files of various 

kinds 13.0 
File materials by topic or subject 14.0 
Follow up released materials IS. 5 
Install filing system 15.5 
Handle cross references 17.0 



59 

58 

57 

51 

50 

47 

47 

42 



Group 4 Tasks yrformed by 39% to 20% of 
respondents 



File materials by number 


18.0 


39 


Assign file nuisbers 

Check out materials i :?om fil<^$3 to 


19.0 


37 


employees 


lO.O 


36 



60 



FILING TASKS CONTINUED 



Pile materials by date 
Keep clipping file (newspapers^ magazine 
articles • etc*) 





Times 




Mentioned 


Rank 


(Per Cent) 


21.0 


32 


22.0 


28 



61 



PERCENTAGES OF SUPERVISORY WORKERS PERFORMING 
TELEPHONING AND COHMUNICATING TASKS 



Group 1 « Tasks performed by 80% or more 


Rank 


Times 
Mentioned 
(Per Cent) 


responaents 

Place telephone calls (loral) 


1.5 


93 


Answer telephone 


1.5 


9^ 


Place telephone calls (long distance) 


3.0 


89 


Compose correspondence 


4.0 


82 



Groiio 2 - Tasks neviomod by 79% ttt 60% of 

(TrnrnuiSimnimmmmmw 

respoiadon^ 

Give oral directions to other office workers 5.0 
Carr)T out written or oral orders or 

instructions of siq^eriors 6.0 

Place telephone ne^^randa* nessages, etc.^ 

where eqployer will see them 7.0 

Ttei telephone cf;lls over to another 
department 

Coapose written ^i^rections to other office 
workers 

Conqpose husine.*^ reports of any kind 10.0 

Receive telegr . c and/or c^legrams 11 *0 



79 

77 

73 

69 

67 

66 

60 



Group 3 - Tasks y >*foimed by 59% to 40% of 
responoeats 

Send telegr . s and/or cablegrams 12.0 

Decide on ^cast expensive and/or most 
desira^j^le way to communicate (telegram* 
long distance call* etc.) ^^3.0 

Screen enployer*s calls 14.0 



48 

47 

45 



Group 4 • Tasks performed by 39% to 20% of 

II ii 

respondents 

Give oral presentations (reports* spjech^ 

etc.) 15.0 39 

Maintain record of long distance calls 16.0 36 

Arrange for and/or cancel newspaper or 

magazine advertising 17.5 35 




62 









TElEPHOlilNG AND COfMJNICATINC .TASKS CONTINUED 



Conduct neetings 

Civo dictation to othov office workers 
Compose news items or magazine articles 
(newspapers 9 trade publications 9 house 
organs 9 etc*) 

Compose legal papers 



Rank 


Tines 
Mentioned 
(Per Cent) 


17.5 


55 


19.0 


33 


20.0 


30 


21.0 


20 





PERCENTAGES OF SUPERVISORY WORKERS PERFORMING 

CLERICAL TASKS 



Group 1 - Tasks ^rfomed by 80% or more Rank 

respondents 

Order sujpplies of various kinds for the 
office (from suppliers or central 
supply department) 1»5 

Check on supplies (for re-ordering purposes) 1.5 



Group 2 - Tasks yrformed by 79% to 60?i of 
respondents 



Look over notes and memos for the day 3*0 
Arrange papers or articles on your am 

and/or your employer *s desk 4.5 
Look up names and ad^esses 4.5 
Make notes for next day's work 6.0 
Protect valuable and confidential materials 7.0 
Inspect material received for coii^leteness» 

damages, etc. 8.0 
Change calendar dcily 9.0 
Coaq^ile periodic reports 10.0 
Get quotations on applies (from supplier) 11.0 
Send out notices of type 12.0 
Cut materials (scissors, paper cutter, 

etc.) 13.0 
Work with records of time and time cards 14.0 



Group 3 - Tasks performed by 59% to 40% of 
respondents 



Distribute supplies 15.5 

Asseoble and staple duplicated materials 15.5 

Conpare copy ion $ copy with another copy) 17.5 

Get information from various departments 

needed for correspondence 17. S 

Make out requisitions 19 

Make change 20 .C 

Gather data to fill out questionnaires 21.0 

Count iteiiss 22.0 

Take inventory 23*0 

Check up on observance of various laws 

(in connection with work) 24.0 



Times 
Mcintioned 
(Per Cent) 



82 

82 



79 

78 

78 

77 

74 

69 

67 

66 

63 

62 

61 

60 



59 

59 

58 

58 

57 

56 

55 

54 

S3 

51 



CIMICM TASKS CONTINUED 



Rank 



Keep desks equipped with office sii^lies 

(shaspened pencils* ii^k in pen^«* etc.) 25.5 
Keep daily attendance ef eoq^loyees 25.5 
Post notices 27.0 
Check money orders* checks* etc.* as to 

amounts* dates* signatures 28. S 
improve requisitions made out by others 28. S 
Change dates on nd>ber stamps or time 

stamp machine daily 30.0 
Revieur unfinished business file 31.0 
Renci? newspaper and magasine subscriptions 32.0 
Route shipmients of materials (within office* 

between departments* etc.) 33.0 
Make preparations for meetings 34.0 



Group 4 • Tasks yrformed by 39% to 20% of 
respon^nts 

Make out accident reports for self or other 



workers 35.0 

Keep office manual or instruction book for 

employees 33.0 

Keep records on maps or charts (sales 

records* stc.) 37.5 

Have legal papers recorded 37.5 

Weigh it«#s 40.0 

Make arrangements for freight* esqiress* 

etc. 40.0 

Mfdce out shipping inst^mctions (outgoing 

shipments) 40.0 

Prepare agenda for meetings 42.5 

Prepare signs* posters* or other graphic 

materials 42.5 

Anticipate needs of eirployer as to records* 
papers* etc.* needed on trips* for 
interviews* etc. 44.0 

Clieck personnel of coiaaittees (names* 

addresses* etc.) 45.0 

Revise stock list 46.5 

Check tally sheets on various Jobs 46.5 

Place daily newspapers* magazines* etc.* 

on employer's desk 48.0 

Secure government permits of various kinds 

(buildings* tax* etc.) 49.0 




Times 

Mentioned' 

(Per Cent) 



48 

48 

47 

40 
46 

45 

43 

42 

41 

40 



39 

38 

35 

35 

33 

33 

33 

31 

31 



30 

29 

28 

28 

27 

26 



65 



CLERICAL TASKS CONTINUED 



Keep ealendair narked with appointments for 
eiqployer at his desk 

Dust enployer*s desk and keep ewployer^s 
desk neat 

Record daily shipments 

Scan newspapers* magasines* trade journals* 
for employer narking items of interest 
to hin 

Make hotel reservations for employer 

Do work involving customs* tariff 
regulations* etc. 

Revise catalogs 



Tines 

Mentioned 



Rank 


fPer Cent) 


50.0 


26 


51.5 


24 


51,?! 


24 


53.0 


22 


54.5 


21 


54.5 


21 


56.0 


20 



66 



PERfJBlfTAGES OF SUPERVISORY WORKERS 
SECURING DATA 



Group 1 - Tasks yrformed by 80% or nore 
respoiioents 

llso telephone directory 
Use dictionary 



Tiiaes 
Mentioned' 
Rank (Per Cent) 



1.0 93 

2.0 86 



Group 2 • Tas?ts yrformed by 79% to 60% of 
respondents 

Use office nasnials 3>0 €3 

Use coapany nanuals 4.0 62 



Group 3 - Tasks yrforaed by 59% to 40% of 
respoiwents 



Use other reference books or manuals 


5.0 


55 


Use r^s 


6.0 


53 


Use newspapers 


7.0 


52 


Use ted^cal manuals 


9.0 


49 


Use city directory 


9.0 


49 


Use magazines 


9.0 


49 


Use U.S. Zip Code Directory 


11.0 


48 




Tasks oerforDed by to of 
respondents 



Use UrS. Postal Msiiual (postage rates, types 



of mail , etc ^ ^ 


12.0 


36 


Use timetables (R.R., airlines, etc.) 


13.0 


32 


Use atl&s 


14.0 


28 


Use library card indexes 


IS.O 


22 




PERGim'ilfiES OF SUPERVISORY WORKERS USING 
MATHEMATICS 



Group t - TasRs perforafe!! by S0*i gt nore 
respondents 

Use addition 
U^e subtraction 
ttse nultiplication 
Use division 

Add long colunns of figurei$ 



Times 
Mentioned 
Rank fPer Cent) 



1.0 95 

2.5 94 

2.5 94 

4.0 92 

5.0 81 



Group 2 - Tasks performed by 79% to 60% of 
responaents 

Use decimals 
Use fractions 

Convert fractions to decinais 



C.O 79 

7.0 76 

8.0 62 



Group 3 - Ta^ks terfomed by S9% to 40% of 
respondent s 

Coopute percentage problems 
Convert; decimals to fractions 
Conput s trade cash discoiuit 
Compute sales tax 



9.0 5S 

10.0 57 

11.0 48 

12.0 44 



Group 4 - Tasks performed by 39% to dt0% of 
responaents 



13.0 37 

14.0 33 

ISsC 26 



Confute insurance premiums Clife» modical, 
retirement » etc.) 

Work with reciprocals 



Compute interest charges 
Compute amount and per cent of marki^ or 
loss 

Compute property and/or inccme taxes 



16.0 

17.0 



25 

22 



PFRCENTAGES 0? SUPERVISORY NORKERS PERF0RMXK6 
FINANCfiAL AND REGGimKEiPiNG TAS'^ 



Times 

Mentioned 

Group 1 - Tasks yrforwed by 80% or more Rank CPer Cent) 

respondents 

None 



Group 2 - Tasks yrformed by 70% to 60% of 
TOSpondents 

Check bills and/or imroices (verify extent* 

sionp» etc.) 1*0 67 

OK bills of any kind 2.0 66 



Group 3 Tasks per:fomed by fi9% to 40% of 
respoiK Aents 



Keep current files of invoices and purchase 

orders 3.5 55 

tfrite receipts 3.5 55 

Take orders for various goods or services 

(in person or by phone) 5.0 54 

Deposit diecks and/or cash in bank or 

cashier^' s office 6.0 53 

Make journal entries (any type of journal) 7.0 52 

Make entries in special journals (Cash 

Receipts, Sales, Cash Payments, Purchases, 
etc.) 8.0 49 

Compute payrolls for es^loyees 10*0 48 

Endorse chett;s 10.0 48 

Write chocks* (for any purpose as a part 

of your job) 10.0 48 

Keep books a\rid/or ledgers for any purpose 12.0 47 

Take care of checkbook and stubs 13.0 46 

Cash diecks 14.5 45 

Calculate deductions (Income Tax, FICA, 

Insurance, etc.) 14.5 45 

Maintain payroll register (all eaployee& 

listed) 17.0 42 

Sell various goods or services 17.0 42 

Maintain price lists and make necessary 

changes 17.0 42 

Keep track of bad debts 20.0 41 



69 



o 




FINANCIAL AND RECORDKEEPING TASKS CONTINUED 



Sign checks 
Take csre of bankbook 
Handle collection of outstanding debts 
(accounts receivable) 



Tiiaes 
Mentioned 
Rank (Per Cent) 

20.0 41 

20.0 41 

22.0 40 



Group 4 - Tasks yrformed by 39% to 20% of 
respoiwents 



Haintain individual eaployee*s tamings 

records 23,5 
Keep petty cash account 23.5 
write che^s for payroll 27.0 
Post (transfer) entries from journals to 

a ledger (groii^ of accounts) 27.0 
Keep cash account 27.0 
Use dieck register 27.0 
Act as cashier or teller 27.0 
Reconcile bank statement 30.5 
Prove cash daily 30.5 
Use ledger accounts with **balance*' colunn 

(balance form) 32.0 
Make petty cash payments 33.5 
Count money to verify cash register 

returns 33.5 
Make ''General Journal" entries 35.5 
Work with $id>sidifiry ledger (accounts 

receivable^ accounts payable* etc.) 35.5 
Keep PICA tax (Social Security) records 38.0 
Figure inventory (value) 38.0 
Make contract for supplies* services* etc. 38.0 
Decide charges on work done 40,5 
Age the accounts receivable 40.5 
Figure extensions 44.5 
Make out r^^rts for state and/or Federiil 

Government pertaining to taxes 44.5 
Total weekly os monthly sales 44.5 
Prepare sales slips 44.5 
Give checks to employer for signature 44, S 
Compile statistical data 44 .5 
Apply for group insurance (as m enployee) 48.5 
Make out withholding tax statements at end 

of year (W-2 forms) 48.5 
Keep records for state or Federal Income 

taxes 34.0 



39 

39 

37 

37 

37 

37 

37 

36 

36 

35 

34 

34 

33 

33 

31 

?1 

31 

30 

30 

29 

29 

29 

29 

29 

29 

28 

28 

27 



70 






D 



FINANCIAL AND RECORDKEEFING TASKS CONTINUED 



Kaintain file of W-4 forms 
Ma!ce lists of employees for immxi tax 
purposes (salaries* etoO 
Record inventory records in proper forms 
Prepare vouchers for traveling expenses 
Make out monthly statements (for services 
rendered* goods sold* etc«) 

Make 11 ^ budgets 

Make ''*Coabined Journal'* entries 
Prepare Worksheet 

Keep records of sales exempt from tax 
Keep records for State Uneo^loyment taxes 
Keep records for State Industrial 
Insiiraneri» 

Ke^ records for Sales tax 
Look up or check on financial ratings of 
customers or employees 
Assemble and/or Interpret cost data 
Work in connection with other state or 

federal taxes* licenses* permits* r^rts* 
etc. 

Send out invoices for payment due Xon 
contract* etc.) 

Make decisions on discounts allowable 
Work with city and/or county tax 
statements 

Prepare bids (for contract) 

Countersign checks 

Record time clock data on payroll forms 
Keep FUTA Tax (federal Unemployment tax) 
records 

Make entries directly to accounts; 

Prepare adjusting entries 
Ke^ books which supply data for income 
tax for cm^eey, trust* etc. 

Post data on daily sales sheets by 
department or employee 
Arrange for insurance policies 
Systematize and record items deductible 
from income tax 

Keep records pertaining to espieyees 
belonging to union 

Record stock count information proper 
book (merchandise control) 



Times 

Mentioned 



Rank 


(Per Cent) 


54.0 


27 


54.0 


27 


54.0 


27 


54.0 


27 


54.0 


27 


54.0 


27 


54.0 


27 


54.0 


27 


59.0 


26 


dOo 5 


25 


60.5 


25 


63.0 


24 


63.0 


24 


63.0 


24 


65.5 


23 


65.5 


23 


70.5 


22 


70.5 


22 


70.5 


22 


70.5 


22 


70.5 


22 


70.5 


22 


70.5 


22 


70.5 


22 


76.0 


21 


76.0 


21 


76.0 


21 


80.5 


20 


80.5 


20 


30.5 


20 



n 



. o 

ERIC 



FINANCIAL AND RECORDKEEPING TASKS CONTINUED 



S«nd out CYodit usinos for goods rotumed, 
8tO« 

Prepare a Trial Balance at end of nonth 
or fiscal period (prove etpiality in 
ledger) 

Prepare closing entries 



Rank 



80.5 



80.5 

80.5 



Tines 
Mentioned* 
(Per Cent) 



20 



20 

20 



n 



PERCENTAGES OF SUPERVISORY WORKERS PERFORMING 

EDITORIAL TASKS 



Tlaes 

Mentioned 

Group 1 - Tasks i^gfomed by 80% or more (Per Cent}_ 

" respondents 



None 



Group t • Tasks vettoismtd by 79% to G0% _of 
responcents 



None 



Group 3 • Tasks perforsied by S9% to 40%„ q£ 
responaehts 



None 



Group 4 • Tasks yrfonned by $9% tn 20% of 
responoents 

Gather data for reports 

Prepare material for printer or pidilisher 

Check printer* s **proof copy** 

Read legal rulings, current topics, books, 
etc. 

Hake arrang^nents ter centralized department 
to print materials 

Midee arrangeoents for centralized department 
to duplicate materials 
CoKipile one report from numerous ^^11 ones 
Clip and collect magazine articles, n&^fs- 
papers, etc., of interest 
Edit reports, bulletins, etc. 

Give news, information, etc«, to reporters 
Take care of j^licity items 
Suamarize articles, r^orts, lectures, 
etc. 

Arrange for printed programs 



1.0 


38 


2.S 


36 


2.5 


36 


4.0 


35 


5.0 


30 


6.0 


29 


7.0 


26 


8.0 


441 a 


P.O 


23 


10.5 


22 


10.5 


22 


12.5 


20 


12,5 


20 



73 



o 



PERCENTAGES OF SUPERVISORY WORKERS MEETING AND WORKING 

WITH PEOPLE 



Group I - Tasks by 80% or japre 

** goponoaitts 

Plan work for <me*s self 

Give inforeation in response t j verbal 
inquiries 

Decide on priority of work for self 

Ha&r conplaints in office and over 
telephone 

Make recomendations for iB^rovenents of 
office procedures* routii!4i$» etc. 

Give directions for iiork to bo done (as 
a co*wcrker or siqiervisor) 



Tines 
Mentioned 
Rank (Per Crntl 



1.0 

2.5 

2.5 

4.0 

5.5 
5.5 



89 

88 

88 

84 

82 

82 



Group 2 - Tasks nerfomed by 79% to 60% of 
respoSents 

Meet callers 

Plan work for others 

Check iqp on unfinished work of other 
eaployees 

Instruct new eaployees (work procedures. 

Job orientation, etc.) 

Distribute work anong other eaployees (in 
a siqpervisory capacity) 

Siqpervise othef' eaployees 

Make introductions 

Direct pei^le 'to proper office or 
department 

Decide on priority of work for others 

Manage office 

Confer with €fflaployer on policy, procedures, 
etc. 

Interview and/or recoanend applicants for 
eaqployment 

Investigate causes of trouble between 
esiployees 



7.0 

9.0 

9.0 



9.0 



n.o 

12.5 

12.5 

14.0 

15.5 
15.5 

17.0 

18.0 
19.0 



78 

76 

76 

76 

75 

74 

74 

73 

n 

72 

67 

61 

60 



o 



74 



ms^m AND M0RKIN6 WITH PEOPLE CONTINUED 



Group 3 - Tasks yrEoaiaed by 59% to 40% of 



respondoiits 

R^rinaiid ooi^Ioyees 20.0 

Coordinate with other personnel on various 

natters for eaployer 21.5 

Attend conventions* banquetSa or aeetings 
outside of coBrpany but relating to 
cosg^any business 21.5 

Counteract false reports which spread in 

an org&aization 2S«0 

Arrange lundi hours or vacations for 

enployeos 24.5 

Get rid of cranks « beggars* and other 

undesirables 24.5 

Consult with attorney* tax-enaniner* 

auditor* etc. 26.0 

Handle service calls on equipment 27.0 

"Screen** visitors ©r people who want to 
see your ojg^loyer 

Hire essployeos 28.5 

Make engagements and appointments for 

enployer 31.0 

Keep eiployer reminded of engagements* 

dates* things to do* etc* 31.0 

Render policy decisions on questions 

asked by members of office force 51.0 

Round Tdp people for meetings 53.5 

Assist in plans for entertainments* recep- 
tions* dinners* etc. 33.5 

Approve (OK) customers* checks* charge 

purch^es* etc. 55.0 

Act as a guide to visitors 56.0 



Group 4 - Tasks i^rformed by 39% to 20% of 
respondents 

Follow up on written notices for meetings by 

telephone 57.5 

Investigate references* personal or 

financial 37.5 

Help with caapaigns of various kinds 39.0 

Discharge esployees 40. S 

Travel to make investigations of various 

kinds 40.5 

Address a meeting of employees 42.0 



MEETING AND weiUCING WITH PEOPLE C<WriNl*ED 



Serve on ccoKittees within company 
f ^atie persBita £or various things 
Make arrang€«ents for guests and visitors 
(hotel* entertainment* etc.) 

Teacdi training class of employees 
Help organlte office or company committees 
Act for y«s«ir enqployer on cwamittees 
Act as hostess at company-sponsored teas* 
coffee hours* parties* etc. 

Administer employment tests 




4 $.^ 

45.0 

45.0 

45.0 
47.5 
47.5 

49.0 

50.0 



Times 
Mentioned 
(Per Cent) 

27 

24 

24 

24 

23 

23 

21 

20 
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PERCEm'AGES OF SUPERVISORY *K«KERS PERFORMING 
MISCELLANEOUS TASKS 



Timas 

Kantioned 

Group I - Tas ks performed by g0% or more Rank SSSLS^I 

respondents 



None 



Group 2 “ Tasks ygrformed by 79% to 60% of 
responoents 

Straighten ^ office 
Dust 

Run errands 

Select or order furnishings for office 



1.0 71 

2.5 62 

2.5 62 

4.0 60 



Group 3 - Tasks yrforised by S9% to 40% of 
responaents 

Anmnge physical layout of office, pictures, 
furniture, draperies, etc. 

Arrange for disposal of womout equipment 
Collect money from office employees for 
various purposes 
Clean and oil typewriter 



Group 4 • Tasks performed by 39% to 20% ,^ 
respondents 

Prepare or obtain ^ffee or refreshments 
for oiqployer or his guests 

Purchase flowers, fruit, books, giftr>, 
etc., for office 

Keep in touch with legislative activities 
that bear on work 

Clean and oil office equipment other ‘han 
typewriter 

Advise employer of illnesses, deaths, 
births, weddings, etc., of friends. 

Write letters of condolence and congra^- 
ulatioi;« 

Shop for enployer 

Write suitable cards to accompany gifts, 
flowers, etc., sent by employer 

Acknowledge letters of condolence and 
congratulation 



9.0 
lb. 5 

10.5 
12.0 

13.5 

13.5 

16«0 

16.0 
16«0 



57 

51 

44 

40 



38 

?S 

33 

30 

26 

26 

23 

23 

23 
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PERCENTAGES OF 

SECRETARIAI/STENOGRAPHIC WORKERS 
PEWCffiMING 




PERCENTAGES OF SEC/STENO NORl^ERS PERFORMING 
TfPENKITING TASf^ 



Gr oup 1 - Taste vvsiomei by 80% or aore 
yespcHidents 



type caxbon ciipies 

Type fintl copy from rou|^-dra£^ copy 
T^e addresses on envelopes and/or duds 
Type iKnorandums 
Type (nisiness letters 
Pmf^ttd typeirrltten copy 
Erase caxbon copies 
Erase original copies 
Type iknd/or rule tabular material 
(tables* colUBAS* roii^s o? figures) 
Type manuscripts and/or reports 
Ty^ copy frtm unarranged mpy 
Type cards (index cards* file cards* 
"address finder" cards* etc.) 

Type labels individually 
Conpose copy at the typesiriter 
Type fill-ins on duplicated letters or 
bulletins (form letters* etc.) 



Times 
Mentioned 
lank (Per Cent) 



1.0 

2.5 

2.5 

4.5 

4.5 
6.0 
7,0 

8.5 

8.5 

10.0 

11.5 

11.5 

13.0 

14.0 

15.0 



90 
98 
98 
97 
97 
96 
95 
94 

94 

92 

91 

91 

90 

89 

86 



Group 2 - Tasks performed by 79% to 60% of 

resi*M?n^e5*t§ ' 



Type in outline fom 16*0 

Select or order other typewriting supplies 

and equipment (erasers* ribbons* etc.) 17.0 

Make corrections with Tijp OiC* Ko»rectype* 

etc. (requires no erasing) 18,5 

Type minutes or reports of s^etings 18.5 

Select or order pxoper ^typewriting paper 

and carbon paper 20.0 

Take dictation at the typewriter (type 

dictation as employer dictates) 21.0 



77 

73 

72 

72 

69 

65 



m.miTING TASKS CONTINUED 

Otoup 3 - Tasks perfomed by SS% to 40% of 

iyp« itifonation on contiinwiis roll! tape 
(guonod back or solf*soaIing b^xk) 
Type and correct srlrit nasters (e»g«# 
Ditto Ifasters* e\’c«) 

Type on piLinted fxrs’jnncX forms 
T^ |icist«il cards 

on printed purchase requisitions 
Type and correct stencils (Mineograpli 
process) 

Type on printed telegr^ims 
Prepare ruled business forms 
Type and correct offset masters (mats 
or nultilith) 



Rank 



22.0 

23.0 

24.0 

25.0 

26.0 

27.5 

27.5 

29.0 

30.0 



Group 4 - Tasks wrformed by 39% to 20% ef 
responaents 

Type budgets 

Type on printed purchase orders 
Type legal agreements 
T^e on printed news releases 
on printed checks 

T^e on printed pa 3 rroll time sheets 
Type display or decorative type copy 
Type on printed receipts 
Type on printed vouchers 
Use proofreading symbols 
Type legal affidavits 
Type legal acknowledgments 
Type insurance forms 
Type on printed monthly statements 
Type on printed invoices 
Ty^ copy where all lines end even on the 
right margin (justifying) 

Type Balance Sheets 



31.0 

32.0 

33.0 

36.0 
36.0 
36.0 
36.0 

36.0 

39.0 

40.0 

41.0 

42.0 

43.0 

44.0 

46.0 



46.0 

46.0 



80 



o 



Times 
Mentioned 
^Per C'ent) 



58 

57 

55 

S3 

49 

47 

47 

45 

40 



39 

38 
33 

30 

39 
30 
3b 
30 
29 
26 
25 
24 
22 
2:^ 
20 

2C 

20 



PERCENTA6ES OF SEC/STBNO WORKERS OPERATING 
OFFICE MACHINES AND EQMIPMENT 



Group I - Tasks tmtTiormid by $0% or e»ro 
responoents 




Oparate typewriter* NOTE: 12% use manuals 
only; S0% use electrics only; 40% use both 
■amials ao4 electrics ^ 1*0 

Cerate copying nadiine (e.g* Kerox« ThemofaXj 
Ozalid, etc.) 2.0 



Group 2 - Tasks yrCoraed by ^9% to 60% of 
respon d ents 

Cerate piper pun^ 

C^erate paper cutter 

(^rate 10*key adding oachine 4.5 



Group 3 - Tasks yrfomed by S9% to 40% oi 
respoiwints 

Operate intercon 

(^rate transcribing machine 

^^rate spirit duplicator (e.g. Ditto) 



6.0 

7.0 

8.0 



Group 4 - Tasks yrforaed by 39% to 20% of 
respondents 



Operate calculator (Monroe » Marchsntf etc.) 9.0 
Cerate stencil drp^icttor mimeograph) 10.0 
Cerate nunbering mrchine 11*0 
Cerate dictating machine 12.5 
(^rate full-bcuik adding ?sre!iine 12. S 



Tines 
Mentioned 
(Per Cent) 



100 

88 



77 

75 

75 



48 

45 

41 



35 

31 

22 

20 

20 



*imis item did not specifically appear in questionnaire. The 100% 
figure represents a composite of three questionnaire items: ’’operate 
ffifeiityil typewiitei,^*'’ ’’operate electric typarriter (stand^d),” and 
’’operate IBM Executive typewriter.” The original data seemed to 
indicate that the respondents did not differentiate between a standard, 
electric and an IBM Executive typewriter. 



81 



?I!K3ElCrAGES OP SEC/STENO NORICeRS TAKING 
DICTATION AND TRAJISCRIBING 



G roup 1 - 



Tasks yrfwiwd by 80% or apre 
tets 



Rai& 



Wtite shorthand (any systen}* 1*0 



Group 2 - Tasks yrfomed by 79% to 60% of 
rospon^ts 

Transeribe (type) froa shorthand outlines 2.S 

TAke dictation over the telephone 2«S 

l^te shorthand from two or nore dictators 

(but only one at a tine) 4.0 



Group 3 • Tasks pertoiaed by 50% to 40% of 

Trak?scribe (type) itom recorded nedia^^belt, 
disc* etc. (e.g.* IBM Executory, Stenorette^ 
Dic^j^hone, etc.) NOTE: 41% write 8hort<» 
hand and transcribe from recorded media; 

7% transcribe from recorded media only. 5.0 
Ntite |^rot%> proceedings and/or conferences 

in ihorthand 6.0 



Grtwip 4 ^ Tasks yrforaed by 39% to 20% of 
respomfeiits 



None 



Times 
Mentioned 
(Per Cent) 

84 



78 

78 

64 



48 

43 



*1hese items did not ^ecifically appear in questionnai:re. It ms 
necessary to extrapolate these data. 



PBRCEKTAGES OF SEC/STENO leORKiRS PERFOkMiHG 

TASKS 



Gfoup 1 *» Tasks p erfoimed by 80% or »iore 
respondents 

Address letters, packages, etc. 

Fold letters 

Insert letters in envelopes 
Mark, attach, or enclose materials for 
outgoing mail 
Forward or distribute mail 
Take mail to mail room or mail box 
Read incoming mail 
Open mail 

Seal envelopes (manually) 

Sort mail (for different persons) 



Times 
Mentioned 
Rank (Per Cent) 



1.0 

2.0 

3.0 

4.0 

5.5 

5.5 

7.0 

8.0 

9.0 

10.0 



98 

97 

96 

92 

38 

88 

87 

86 

83 

32 



Group 2 • Tasks performed by 79% to 60% of 
respoiwei^s 

Sort mail (in priority order) 

Sign boss's mail (his signature) 

Attach pertinent correspondence to 

incoming mail for superior, to refresh 
his memory 

Read outgoing mail to check on informa* 
tion, etc. 

Pick up mail (leave desk to obtain) 

Make notes on incoming mail which 
superior should see 
Sign for Registered Mail 



ll.S 

ll.S 



13eS 

13.5 

15.0 

16.0 

17.0 



71 

71 



70 

70 

68 

62 

60 



Group 3 - Tasks pe rformed by 59% to 40% of 
respondwts 

Stamp envelopes (manually) 

Wrap and tie packages 
Have mail registered or certified 
Make up mailing list 
Take mail to post office 
StfflEp incoming mail (as to date, time, 
etc.) 



18.8 59 

19.0 55 

20.0 52 

21.0 48 

22«0 45 

23.5 44 



63 



BliaUHG TASKS CONTINUED 



Rank 



Times 
Mentioned 
(Per Cent) 



C^eek mailing list 
Calculate postal rates (parcel post, 
bulk, 1st class mail, etc.) 

Revise nailing list 
Stuff, bundle, sort, and/or le^el 
outgoing bulk nail 



23.5 44 

25«5 43 

25.5 43 

27.0 41 



Group 4 - Tasks TOrfomed fey 39% to 20% of 
responde nts 



Purchase postage 


28.0 


39 


Distribute &Kiliiig list 


29.0 


34 


Have nail insured 


30.0 


32 


Use frinking*pexnit privileges (right 


to send free nail) 


31.0 


25 


Trace nail 


32.0 


23 


Obtain nailing material from Post Office 
(certified 4 registered nail stickers. 


rate sheets, etc.) 


33.5 


20 


Log incoming nail (in regular book) 


33.5 


20 



PERCENTAai:S OF SEC/STENO WORKERS mWrOmm 

FXL1H6 TASKS 



Group 1 • Tasks perforaed by 80% or more 
responaents 

Get materials from files 
Make folders ai^ folder titles for files 
(labels) 

Sort materii^ls for filing 
Transfer records to inactive files 
Search for lost materials 
File materials hy topic or subject 
Revise files 



Times 
Mentioned 
Raidc (Per Cent) 



1.0 

2.0 

5.0 

4.0 

5.0 

6.0 

7.0 



96 

95 

89 

86 

84 

83 

82 



Group 2 - Tasks yrformed by 79% to 60% of 
responaents 



Handle classified or confidential files 8.0 
Keep card indexes of various kinds 9.0 
File materials b/ name of ;^^erson 10.0 
Control a.id manage filing system 11 .5 
Dispose of records 11«S 
Select and/or order filing equipment arid 

supplies 13*0 
Keep tickler or follov*up files of 

various kinds 14.0 
File materials by nuober 15.0 
File materials by date 16.0 
Check out materials from files to enployees 18.0 
Handle cross references 18eC 
Follow released materials 18.0 



79 

76 

71 

69 

69 

67 

65 

63 

62 

60 

60 

60 



G roup 3 • Tasks performed by S9% to 40% of 
~ respondents 

Install filing system 20.0 SI 

Assign file nind}ers. 21.0 49 



Group 4 • Tasks perf orme d b y 39% to 20% ol 
resi^ndehts 

Keep clipping file (newspapers, magatine 

articles, etc.) 22.0 39 

File materials by city, state, or region 23.0 23 



85 



vmmthGBS OF SfiC/StB«0 UfORKERS PERFORMING 
TSI£PNCN!NG AND OOMMUNICATUIG TASKS 



Gxot^ I - Tas ks lyyfonned by B0% or voxp 
* y^sponoents 

Ansirer teiei^one 

Fitce t&lephons calls (local) 

Fliice telej^one Meaoranda> nessagrs* otc^ 
whose eaployex will see them 
Gassy out wsittea os osal osders or 
lustsuetions of superiors 
TUni telephone calls over to another 
department 

Conpose correspondence 

Place telephone tails (long distance) 



Group 2 - Tasks ysformed by 79% to 60% of 
respon^nts 

Give oral directions to other office workers 
Screiei employer’s calls 
Coepose written directions to other office 
wcirkers 



Group S - Tasks yrformed by 59% to 40% of 
responwnts 

Send telegrams and/or cablegrams 
Receiive telegrams and/or cablegram 
Coip< 9 se business reports of any kind 
Maintain record of long distance calls 



G roup 4 - Tasks performed by 39% to 20% of 
~ respondents 

Decide on least expensive and/or most 
desir^le way to communicate (telegram^ 
lorag distance call* etc.) 

Arrange for and/or cancel newspaper or 
magazine advertising 



Rank 


Timas 
Mentioned 
fFer Cent) 


loll 


95 


2.5 


98 


2.5 


98 


4.0 


96 


5.0 


91 




88 


7.0 


86 


8.0 


75 


9.0 


71 


10.0 


60 


11.0 


59 


12.0 


58 


13 .0 


51 


14.0 


41 


IS.O 


39 


16.9 


23 



86 



PERCEKfAGES OF SEC/SIBK) WORKERS PERFORMIN6 

CLERICAL TASKS 



Group I - Tasks yrforned by 80% or Biore Rank 

responaonts 



Look up names and addresses 1*0 

Arrange papers or articles on your own 

and/or your employer's desk 2*0 

Hake notes for next day^s work 3.0 

Cut materials (scissors » paper cutter, etc*) 4*5 
Asseiible and staple duplicated materials 4*5 

Look over notes and memos for the day 6.0 

Change calender daily 7*0 

Send out notices of any type 8.0 

Check on siq^lies (for re-ordering 

purposes) 9.0 

Protect valuable and confidential materials 10*0 



Group 2 - Tasks performed by 79% to 60% of 
respondents 



Compare copy (one copy with another copy) 11*0 

Keep desks eq^pped with office supplies 

(sharpened pencils, ink in pens, etc.) 12*0 

Order sjqpplies of vairious kinds for the 
office (from sij^liers or central supply 
depairtment) 13.0 

Get information from various departments 

needed for correspondence 14*0 

Gompile periodic reports IS.O 

Distribute suj^lies 10 «0 

Make out requisitions 17.5 

Oust eiqployer's desk and keep ezqployer's 

desk neat 17.5 



Times 

Mentioned 
(Per Cent) 



90 

91 
90 
89 
89 
87 
85 
84 

83 

80 



79 

7S 



70 

73 

08 

05 

04 

04 



Grc^up 3 - Tasks performed by 59% to 40% of 
respondents 

Make preparations for meetings 19.0 

Inspect material received for coz^leteness, 

damages, etc. 20«5 

Keep calen^r marked with appointments for 

^loyer at his desk 20*5 



58 



SO 



50 



87 



CLERICAL TASKS CX^INUED 




K<sep office manual or instruction book 
for eaq^loyees 

Change dates on rubber stamps or time 
stamp machine daily 
Post notices 

Gather data to fill out questionnaires 
Anticipate needs of employer as to records » 
papeto, etc.« needed on trips, for 
intertiews, etc. 

Review unfinished business file 
Work ^7ith records of time and time cards 
Place e!^ily newspapers, magazines, etc., on 
enpl€#j®r*s desk 
Count items 

Make hotel reservations for employer 
Keep daily attendance of employees 
Obtain trip reservations and/or tickets 
for employer 

Route shipments of miaterials (within 
office, between departments, etc.) 

Check personnel of comimittees Cnames, 
addresses, etc.) 

Check up on observance of various laws 
(in connection with work) 

Get quotations on supplies (from supplier) 
Make change 



Group 4 - Tasks perfomcd by 39^ to 20% of 
respondents 



Prepare agenda for meetings 
Take inventory 

Scan newspapers, magazines, trade journals 
for employer marking items of interest 




to him 

Check money orders, checks, etc., as to 
aesunts, dates, signatures 

Make out accident reports for self or 
other workers 

Make out itinerary or schedule for 
employer's trips 

Renew newspaper magazine subscriptions 

Maintain incoming and outgoing correspon- 
dence register 



88 



$ 








GtERlCAi. TASKS CONTINUED 



Rank 

Prepare signs » posters, or other graphic 



Buiterials 47,0 
Ke^ records on mps or diarts (sales 

records, etc.) 48.0 
Have legal papers recorded 50.0 
Wei^ itens 50.0 



Times 
Mentioned 
(Per Cent) 



26 

25 

23 

23 
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PERCENTMiES OF SEC/STENO NORKERS 
SECURING DATA 



I 



r- 







Group 1 - Task s perfoiaed by SO% or nore 
responcents 

Use telephone director 
Use dictionary 



Times 
Mentioned 
fPer Cent) 



1.0 99 

2e0 98 



Group 2 - Task s yrforaied by 79% to 60% of 
respondents 

Use company manuals 
Use secretarial handbook 
Use office mamsals 

Use oilier reference books or manuals 
Use U.S. Zip Code Directory 



3.5 75 

3.5 75 

5.0 74 

0.0 04 

7.0 63 



Group 3 - Tas ks performed by 59% to 40% of 
responden ts 

Use city directory 
Use newspapers 
Use maps 
Use magazines 

Use synonym books, thessomis 
Use technical manuals 



8.0 57 

9.0 54 

10.0 51 

11.0 43 

12.5 41 

12.5 41 



Group 4 - Task s performed by 39% to 20% of 
respondents 

Use timetables (R.R., airlines, etc.) 
Use U.S. Postal Manual (postage rates, 
‘i^.ypes of mail, etc.) 

Use atlas 

Use' library card indexes 



14.0 36 

15.0 32 

16.0 29 

17.0 20 
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PiRCENTAGES OF SEC/STENO WHUCERS USING 
MA1E01ATXCS 



Gyoup 1 - T&sks yrfoCTtc^ W 80% ot «&re 
regpondtiits 

Use a^Mtion 
Use svMtaction 
Use lealtipUcation 
Use rilvision 

Add long Golioons of figoris 
Use deciniLls 



Group 2 - Tasks yifonaed by 79h to 60% of 
Use fractions 



Group 3 - ‘ “ naed l^y 59% to 4 0% of 



Convert fractions to decimals 
Convert decimals to frictions 
Cooq^te percentage problems 
Con^te sales tax 



Group 4 - Tasks pegformefl by 39% to S:0% of 



Tines 
Mentioned 
Rank tPer Cent ) 



1.0 96 

2.0 94 

3.0 92 

4.0 91 

5.0 82 

6.0 80 



7.0 69 



8.0 SI 

9.0 45 

10.0 43 

11.0 27 




respondents 



None 






PERCENTAGES OF SE^/STENO WORKERS PERFORMII^ 
FINANCIAL ANE RECOROKEEPING TASKS 



Times 

Mentioned 

Group 1 - Tasks performed by 8C% or more Rank (Per Cent) 

TOSponoents 

None 



Group 2 - Tasks yrformed by 79% to 60% of 
respondents 

None 



Group 3 * Tasks i^erformed by 591 to 40^ of 
responaents 

None 



Group 4 - Tasks ^rformed by 39% to 20% of 
respondents 



Keep books and/or ledgers for any purpose 1*0 35 

Keep current files of invoices and purdtase 

orders 2*5 34 

Write receipts 2.5 34 

Conqfiile statistical data 4.5 3^ 

Make journal entries (any type of journal) 4.5 33 

Check bills and/or invoices (verify exten- 
sions, etc.) 6.0 30 

Deposit diecks and/or cash in bank or 

cashier's office 7«5 28 

Give diecks to employer for signature 7.5 28 

OK bills &£ any kind 11.0 26 

write checks (for any purpose as a part 

of your job) 11.0 26 

Cash checks 11.0 26 

Prepare vouchers for traveling expenses 11.0 26 

Make entries in special journals (Cash 

Receipts, Sales, Cash Payments, P'lrdiasesa 
etc.) 11.0 26 

Apply for group insurance (as an eoployese) 14.0 24 

Maintain payroll register (all employees 

listed) 15.0 23 

Keep petty cash account 16.0 22 

Take care of checkbook and stubs 17.0 20 
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PERCENTAGES OF SEC/STENO NGiyaBRS PERFORMING 

EOnORiAL TASifCS 



Tine$ 

Mentioned 

Group 1 - Tasks performed by 80% or aore (Per Cent) 

respondents 

None 



Group 2 - Yaftks yrformed by 79% to d0% of 
reijpbnaents 

None 



Group 3 • T eaks r^rtoracd £0% to 40% of 
r^spondct nts 



Edit letters dicteted by ee^loyer 1*0 5S 

Prepare naterial for printer or piiblisher 2.0 46 

Gather data for reports 4.0 44 

Make arrangements for centralized depart* 

a»Et to duplicate materials 4.0 44 

Compile one report from numerous small ones 4.0 44 

Make arrangements for centralized depart- 
ment to print materials 6.0 40 



Group 4 - Tasks performed by 39% to 20% of 
respondents 



Punctuate articles, manuscripts, etc. 7.0 35 

Clip and collect magazine articles, news- 

pimrs, etc., of interest 8.0 33 

Read legal rulings, current topics, books, 

etc. 8»0 30 

Get information :<From library 10.0 29 

Check printer's **probf copy** 11*0 28 

Edit reports, bulletins, etc. 12.0 26 

Make arrangements for centralized depart- 
ment to bind materials 13.0 21 

Give news, information, etc., to reporters 14.0 20 



PSI^ENTAGES GP SEC/Sim^^ WORKERS MEEl IKG AND WORKING 

WITH PEOPLE 



Tisss 

Huritioned 



Gf^jp 1 • Tasks TOrfogmed by 80% or wove Rsfik (Peg €mt\ 



gespondents 

Plim work fog one’s self 1*0 OS 

Give infogaation in response to vezi?al 

inquiries 2.0 94 

Direct people to proper office or department 3.0 93 

Kcet callers 4.0 90 

Decide ©n priority of work for self S.O 89 



Mike introductions 8.0 



Group 2 - Tasks yrfomed by 79% to 60% of 
respondents 



Keep es^loyer reminded of engagements* dates* 
things to do* etc. 


7.0 


78 


Coo:rdinate with other prsrsonnel on various 
matters for eaq^loyer 


8.0 


77 


Hear coaplaints in office and over 
telephone 


9.0 


76 


Make recommendations for iiqirovements of 
office procedures* routines* etc. 


9.0 


76 


Make engagements am! appointments for 
employer 


11.0 


73 


Confer with enq^lpyer on policy* procedures* 
etc. 


12.0 


79 


•‘Screen” visitors or people who want to 
see your eiqiloyer 


13.5 


63 


Follow up on written notices for meetings 
by telephone 


13.5 


63 



Group 3 - Tasks perforpcd by 59% to 40% of 
respondents 



Instruct new employees (work procedures « 

job orientation^ etc.) 15.0 57 

Give directions for work to be done (as a 

co-worker or supervisor) 15.0 56 

Round up people for meetings 17.0 52 

Handle service calls on equi^nt 18.5 48 

Get rid of cranks » beggars* and other 

undesirables 18.5 48 



MEEflNG AND i^JCING WITH PEOPLE CONTINUED 



Pl«n work for others 
Check on unfinished work of other 
tmloyees 



Group 4 - Tasks yerfomed by 39% to 20% of 
gewndettis 

Decide on priority of work for others 
Counteract false reports which spread in 
an organization 

Make arrangements for guests and visitors 
(hotel t entertainment » etc.) 

Manage office 

Distribute work among other ^^^siployees 
(in a st^rvisory capacity) 

Assist in plans for entertainments « 
receptions, dinners, etc. 

Help with campaigns of various kis'ids 
Act as a guide to visitors 
Supervise other employees 
Serve on comittees within coopany 
interview and/or recommend applicants for 
employment 



Times 

Mentioned 



Rank 



^OeS 


m 


2D.5 


43 


22.0 


39 


2S.0 


37 


24.0 


S3 


25.5 


31 


25.5 


31 


27.0 


30 


28.5 


27 


28.5 


27 


30.0 


26 


31.0 


25 


32.0 


21 



PSRCENTAIGES OF SEC/STENO WORKERS PERFORMING 
MISCELLANEOUS TASKS 



Groiip I - Tasks ^egfome<£ by 80% ot more 
respciiflents 

Straighten up ofEiee 
Oust 



Tines 
Mentioned 
Rank (Per Cent) 



1*0 87 

2*0 86 



Group 2 - Tasks performed by 79% to 60% of 
respondent 

Run errands 3*0 78 

Prepare or obtain coffee or refreshments 

for enpioyer or his guests 4.0 66 

Collect money from office eiaplcyees for 

various purposes S*0 62 



Group 3 - Tasks performed by 59% to 40% of 
respondents 

Clean and oil typewriter 6*0 S8 



Group 4 - Tasks ^rformed by 39t to 20% of 
respondents 



Write letters of condolence and congratula- 
tion 7.0 38 

Select or order furnishings for office 8*0 37 

Arrange physical layout of office* pictures* 

furniture* draperies* etc. 9.5 36 

Advise enq^loyer of illnesses* deaths* births* 

weddings* etc.* of friends 9*5 36 



Clean and oil office equipment other than 

typewriter 11*0 35 

Acknowledge invitations 12.0 32 

Purchase flowers* fruit* books* gifts* etc** 

for office 13.0 30 

Acknowledge letters of condolence and 

congratulation ^ 14.0 29 

Arrange for disposal of womout 15®0 28 

Keep in touch with legislative activity 

that bears on work 17.S 23 
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MllSCELLANECSIS TASKS CONTINUED 



Ke^ stock of employer's personal station- 
ery, cards, etc., on hand 
Shop for ^loyer 
Send out invitations 
Write suitable cards fo accoopany gifts, 
flowers, etc., sent by eo^loyer 
Prepare and keq> up abstract book or file 
folder with excerpts and reprints of 
speeches, hints for speeches, data 
figures, illustrations, etc. 

Send out Christmas cards for eo^loyer 



Rank 


Tines 
Mentioned 
(Per Cent} 


1?.S 


23 


17.5 


23 


17.5 


23 


20.5 


22 



20.5 


22 


22.0 


20 




PERCENTAGES OP 
CLERICAL MORKERS 
PERPCffitMING TASKS 
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PERCENTAGES OF CLERICAL WORKERS PERFORMING 
TYPEWRITING TASKS 



Group I • Tosk$ i^rfoiBod by SO*^ or aiore 
respondents 

Type addresses on envelopes and/or cards 
Type carbon copies 



Tines 
Mentioned 
Rank fPer Cent) 



1.0 89 

3.0 80 



Group 2 " Tasks yrfomed by 79% to 60% of 
respondents 

Type business letters 
Proofread typewritten copy 
Erase original copies 
Erase car^ copies 
type laiiels individually 
Type cards (index cards p file cards » 
''address finder" cards » etc.) 

Type nenoranduns 

type and/or rule tabular naterial (tables* 
columns • rows of figures) 

Type final copy from rou|^-draft copy 
Type fill*ins on duplicated letters or 
bulletins (form letters* etc.) 

Type copy from unarranged copy 



3.5 

3.5 

5.0 

6.0 

7.0 

8.0 

9.5 

9.5 

11.0 

12.0 

13.0 



76 

76 

74 

73 

71 

70 

68 

68 

66 

65 

62 



Group 3 - Tasks i»rfomed by 59% to 40% of 
responfents 



Type manuscripts and/or reports 14.0 
Compose copy at the typewriter 15.0 
Select or order other typewriting supplies 

and equipment (erasers* ribbons* etc.) 16.0 
Make corrections with Tip OK* Ko-rectype* 

etc. (requires no erasing) 18.0 
Type postal cards 18.0 
Select or order proper typewriting paper 

and carbon paper 18.0 



56 

55 

46 

45 

45 

45 



typenriti^k: tasks continued 



Grmip 4 • Tasks perfeimed by 39% to 20% of Rank 

gespoMents ' 

Type in outline iom 20.0 

iy^ infoxaation on continuous roll tape 

Cfuened back or $elf*sealing back) 21 «0 

Type and correct spirit masters (e.g.» 

Ditto Masters* etc.) 22.5 

Type and correct stencils (Mimeograph 

process) 22.5 

Prepare ruled business forms 24.0 

Type on printed purdiase requisitions 25.0 

Ty^ miraites or reports of meetings 26 ..0 

Take dictation at the typewriter 27.0 

Type mi printed personnel forms 28.5 

T^e on printed purchase orders 28.5 

Type and correct offset masters (mats or 

multilith) 30.0 

Type copy where all lines end even on the 

right margin (justifying) 31.0 






100 



Times 
Mentioned 
(Per Cent) 



39 

37 

32 

32 

29 

28 

24 

23 

22 

22 

21 

20 



o 



PERCENTAGES OP CLERICAL YliORISRS OPERATING 
OFFICE MACHINES AND EQPIPNENT 




Operate typeiiriter* NOTE: 3S% use namials 
only; 14% use electrics osily; 41% use both 
aanuals and electrics 



Tines 
Mentioned 
fPer Cent) 



90 



Group 2 - Tasks i^rfomed by 79% to 60% of 
respondents 



Operate 10-key adding madiine 


2.0 


70 


derate copying machine (e.g. Xerox* 
Thermofax* Oaalid* etc.) 


3.0 


69 


Operate paper cutter 


4.5 

m 


61 


Cerate paper punch 


4#S 


61 



Group 3 - Tasks i^rfomed by 59% to 40% of 
respMidents 



None 



Group 4 - Tasks yrfomed by 39% to 20% of 
respondents 



Operate intercon 

(^rate calculator (Monroej Merchant* etc.) 7*0 

(^rate nailing neter (postage neter) S.O 

(^rate spirit diq»licator (e.g. Ditto) 9.0 

(^rato stencil duplicator (e.g. ‘ 

nineograph) 10.0 



35 

30 

27 

23 

21 



nhis item did not specifically appear in questio^ire. The 90% 
figure represents a coiposite of three questionnaire itenss »*©perate 
manual typewriter *•• **<^perate electric typewriter (standard)*” and 
”operate IBM Executive t^ewriter.” The criginal data seemed to 
indicate that the respondents did not liff^rcntiate between a standard 
electric and an IBM Executive typewriter. 



PERCEilTAC£S OF CLERICAl. WORKERS TAKING 

AND T8ANSCRIBINS 

tasks less thiixi 20 fierceiit. 
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PERCENTAGES OF CLERICAL WORKERS PERFORMING 

NAILING TASKS 



Group I - T asks parfoined by 80% or more 
^spoMents 

Address letters » packages, etc. 
Insert letters in envelcpas 
Fold letters 

Seal envelopes (manually) 



Times 
Mentioned 
Rank (Per Cent) 



1.0 88 

2.0 84 

3.0 83 

4.0 82 



Group 2 - Tasks yrfomed by 79% to 60% of 
respondents 

Take mail to mail room or mail box 
Open mail 

9tok, attach, or enclose materials for 
outgoing mail 

mail (for different persons) 

Read incoming mail 
Forward or distribute mail 



5.0 74 

6.0 72 



7.0 69 

8.0 67 

9.0 66 

10.0 62 



Group 3 - 



Tasks performed by S9% to 40% of 
respondents 



Stanq^ envelopes (manually) 

Pick up mail (leave desk to obtain) 

Sort mail (in priority order) 

Wrap and tie packages 
Stuff, bundle, sort, and/or label out- 
going bulk mail 
Sign for Registered Mail 
Read outgoing mail to cheek on infor- 
mation, etCe 



11.0 

12.0 

13.5 

13.5 

15.0 

16.0 

17.0 



55 

53 

50 

50 

48 

47 

40 



Group 4 - Tasks per formed by 39% to 20% of 
respondents 

Take mail to post office i8*0 

Stamp incoming mail (as to date, time, 
etc.) 

Calculate postal rates (parcel post, bulk, 

1st class mail, etc.) 



39 

30 
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IttilLING TASKS C6ICINUED 



Sign boss*s mil (his signature) 

Make notes on inconing mil which superior 
should see 

Atta^ pertinent correspondence to inconing 
nail for svqperior* to refresh his nenory 
Revise nailing list 
Have mail registered or certified 
Check nailing list 
Make up nailing list 
Purchase postage 
Have tiail insured 
Distribute miling list 
Obtain nailing naterial from Post Office 
(cortified it registered mil stickers, 
rat:e sheets ^ etc«.) 



Rank 

Zl.O 

22*0 

23.0 
24. S 

24.5 

26.5 
2f>.5 
7J.0 

29.0 

30.5 



Tines , 

Mentibiied 
(Per Cent) 

37 

36 

35 

34 

34 

32 

32 

$0 

25 

21 



30.5 21 
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PERCBNTAGES OF CLERICAL HORKERS PERFOMIIHG 

PILING TASKS 



Graip I - Task s wftofwd by 80 % or a orc 

ge'spoiAeats 

Get oateriftis from files 
Soxt Mtetiels for filing 



Tiflws 
Mentioiutd 
Rank fPer Cent) 



1.0 92 

2.0 87 



Grofiffl 2 • Tasks yrfofed by 79% to 60^pX 
iesponaents 



Make folders and folder titles for files 
(labels) 

Search for lest naterials 
Transfer records to inactive files 
File cAterials by naae of person 
Revise files 

File naterials by topic or sid^ject 
File naterials by nuaber 
Ke^ card indexes of various kinds 
File naterials by date 



3.0 

4.0 

5.0 

6.0 
7.5 
7.5 
9.0 

10.0 

11.0 



78 

74 

73 

72 

67 

67 

65 

63 

62 



Groin> 3 • Task s perfomed by 59% to 40% of 
respondents 

Dispose of records 

Handle cross references 

Keep tickler ox follov-up files of various 

kinds 

Handle classifiied or confidential files 
Control and aanage filing systex 
Select and/or order filing e<|uipiient and 
stq^lies 

Check out naterials fron files to anployees 



12.0 

13.0 

14.0 

15.0 

16.0 

17.0 

18.0 



56 

54 

52 

51 

47 

45 

40 



Group 4 • Task s peifomed by 39% to 20% of 
respondents 

Follow up released naterials 

Install filing system 

Keep milling books (of any type) 

File naterials by city^ state* or region 
Assign file numbers 



19.0 

20.0 
21.0 
22.5 
22»5 



39 

34 

33 

29 

29 
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PERCEKTA6ES OF CLERICAL WORKERS PERFORNIHO 
TELEPHONING AND GONNUNICATING TASKS 




Rink 



Answer tel^one 

Place telei^one calls (local) 

Carry out iiiritten or oral orders or 

instructions of superiors 3.0 

Tlim telej^one calls over to another 

department d.O 

Place telephone nmsoranda^ messages « etc.» 

where enployer will see them 5.0 



Group 2 - Tasks yrfomed by 79% to 60% of 
respondents 

Coq^se correspondence 

Place telephone calls (long distance) 7.0 

Give oral directions to other office 
workers 



Group 3 - Tasks yrforaed by S9% to 40% of 
** respondents 

Screen enployer's calls 



Group 4 - Tasks yrfomied by 39% to 20% of 
respondents 



Receive telegrams and/or cablegrams 11 »D 

Coapose business reports of any kind 11«0 

Coapose written directions to other office 

workers 11*® 

Send telegraas and/or cablegrams 13.0 

Decide on least eaqiensive and/or most 
desirable way to coanunicate (telegram« 
long distance call* etc.) 14.0 

Maintain record of long distance calls 15.0 



Times 
Mentioned 
(Per Cent) 



95 

9a 

38 

87 

84 



68 

66 

63 



45 



39 

39 

39 

26 



23 

21 
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PERCENTAGES OF CLERICAL WORKERS PERFORMING 

CLERICAL TASKS 



Tines 

Mesitioned 

Group 1 - Tas!:s yrfpgned by 8L% or nore Ryf>K CPer Cent) 

resposmnts * 

Oit nateria^s (scissors* paper cutter* etc.) I.O 81 

Arrange papers or articles on your owu aiid/or 

your enployer's desk 2.0 80 



Group 2 • Tasks yrforaed by 79% to 80% oit 
respoiw^ts 



Look up naaes and addresses 3.0 
Assenble and staple duplicated materials 4.0 
Change calendar daily 3.0 
Look over notes and nenos for the day 6.0 
Check on supplies (for re-ordering purposes) 7.0 
Make notes for next day's work 8.0 
Change dates on rubber staops or tine staop 

machine daily ^*8 



79 

74 

73 

71 

70 

65 

64 



Groino 3 - Tasks yrfomed by 59% to 40% of 
respondents 

Order sipplies of various kinds for the office 



(ftorn sippliers or central supply 
department) 1^5. 5 

Send out notices of any type ^0*5 

Keep desks equipped with office supplies 

(sharpened pencils, ink in pens, etc.) 12.3 

CoQsare copy (one copy with another copy) 12.5 

Count items 14 >0 

Get information from various departisents 

needed for correspondence 15.0 

Make out requisitions 16.5 

Protect valuable and confidential materials 16.5 

Distribute supplies 18*0 

Inspect naterial received for completeness, 

damages, etc. 18*0 

CoMpile periodic r^orts 20.0 

Make change 21.0 

Take inventory 22.0 



58 

58 



56 

1^6 

r»5 



S3 

50 

so 

49 

48 

45 

43 

40 
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CLERICAL TASKg GONTINUfiH 

Group 4 • Tasict performed by 39% to 20% of 
responoents 

Post notices 

Route ship®ents of materials Cwi.t’iis' 
office^ between departments, etc.} 

Weigh items ^ „ . 

Work with records of tine and tine e^r^ 
Dust employer's desk ai^ keep employer s 
desk neat 

Gather data to fill out questionnaires 
Check money orders, diecks, etc., as to 
e?ounts, dates, signatures ,4*.% 

Get quotations on supplies (from sj^iierj 
Keep office manual or instruction book for 
eaplt>/oes 

Re<*iew unfinished business file 
Check up on observance of various laws 
(in eoimection with work) 

Place daily newspapers, nagasines, etc., 
on employer's desk 
Keep daily attendance of employees 
Make out accident reports for self or 
otferr workers 

Keep records on naps or charts (sales 

records, etc.) . 

Keep calendar narked with appointments 
for %m2.Qyer at his desk 



Times 

Mentioned 



J 


rper Cent), 


23.0 


39 


24.0 


37 


25.0 


3S 


26.0 


34 


27.5 


31 


27.5 


31 


29.0 


30 


30.0 


28 


31.0 


27 


32.0 


26 


33.0 


25 


34.5 


24 


34.5 


24 


36.5 


21 


36.5 


21 


35.0 


20 
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PERCENTAGES GP CliERXCAL HORKERS 
SECURING DATA 



Gt(H ]9 I • Tas Rs pgg^^fiaod by 80% or aorc 
TOSPonaents 

Use telephone diTectozjf 
Use dictionaty 



Times 
Mentioned 
Rank (Per Cent! 



1*0 P4 

2.0 S4 



Group 2 - Tasks yrfoimed by 79% to 60% of 
respondents 

Use company manuals 

Use U.s; Zip Code Directory 

Use office manuals 



3.0 66 

4.0 63 

5.0 61 



Group 3 - Tasks yrformed by 59% to 40% of 
respondents 

Use city directory 

Use other reference books or manuals 

Use naps 



6.0 54 

7.0 44 

8.0 42 



Group 4 - Tasks perfo rmed by 39% to 20% of 
respondents 

Use secretarial handbook 
Use U.S. Postal Manual (postage rates« 
types of mail» etc.) 

Use technical manuals 
Use newspapers 



9.5 33 

9.5 33 

11.0 27 

12.0 22 
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PERCe.Ti^gS OF CLERICAL WORKERS USING 
MATHBIATICS 



Tines 

Hentioned 



Qgoiip I - Tasks perfotaed by 80% or nere Raiik (Per Cent) 

respondents ** 

Use addition I«0 94 

Use sid>traction 2.0 89 

Use nsltiplication 3*0 83 

Group 2 * Tasks w^foraied by 79% to 60% of 



Use division 4.0 78 
Add long coluans of figures 5.0 75 
Use decinals 6.0 65 



Group 3 - Tasks yrfomed by 59% to 40% of 
respondents 

Use fractions 7.0 56 

Convert fractions to deciioals 8.0 40 



Group 4 - Tasks yrforaed by 39% to 20% of 
respondents 



Convert deciaals to fractions 


9.0 


32 


Conpute percentage problens 


10.0 


31 


Conqpute sales tax 


11.0 


29 



no 



PERCENTAGES OF CLERICAL NORKERS PERFORMING 
FINANCIAL AND RECORDXEEPIM6 TASKS 



Grwg> I - Ttsks yrfogned by 80% or moye Rank 

respondents 



None 



G«mp 2 - Tasks perforaed by 79% to 60% of 
respondents 

None 



Group 3 • 



Tasks yrformed by 59% to 40% of 
respoiiaents 



None 



Croup 4 - Tasks yrforned by 39% to 20% of 
respondents’ 



Write receipts 1*0 

Keep books and/or ledgers for any pur^se 3.0 

Take orders for various goods or services 

Cin person or by phone) 3.0 

Make journal entries (any type of journal) 3.0 

Mike entries in special journals (Cash 

Receipts, Sales, Cash Payments, Purchases, 
etc.) 5*0 

Act as cashier or teller 6.S 

Check bills and/or invoices (verify 

extensions, etc.) 6.S 

Deposit checks and/or cash in bank or 

cashier^ 8 office 8.5 

Apply for group insurance (as an ea|>loyee) 8.S 

Cash checks 10.0 

Prove cash daily 11.5 

Maintain price lists and make necessary 

changes 11*5 

Send out invoices for payment (on contract, 

etc.) 13.5 

OK bills of any kind 13.5 



Times 
Mentioned 
(Per Cent) 



38 

37 

37 

37 



30 

28 

28 

26 

26 

23 

21 

21 

20 

20 
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PERCENTAGES OP ClERICAli WORKERS PERFORMING 
EDITORIAL TASKS 




Rank 



fkm« 



Ggoop 2 - Tasks yrfowie^ by 79% to 60% of 
yespmweiits 



None 



Group 3 - Tasks y rfoaied by 59% to 40% oj 
responcents 



None 



Ggoup 4 • Tasks yrfogeed by S9% to 20% of 
iaspondents 

Make arrangeiients for centralized department to 
print aateriais 

Make arrangements for centralized department 

to duplicate materials 2*5 

Prepare material for printer or publisher 2,5 



Times 
Mentioned 
fPer Cent) 



21 

20 

20 



PBtCQfrAGES OF CI.ER1CAI ftPORKERS MEETING AND NORKXNG 

WITH rsOFLE 



Group I • Tmsks yrfagucd by 80% or wore Rank 

rcspoiden^ 

Givs infoxBfttion in response to vorbal 

iiM{iiiries 1*0 

Plan work for one*s self 2.0 



Group 2 - Tasks yrforyad by 79% to 60% of 
respopoents 



Decide on priority of work for self S.O 
Direct people to pr<^r office or departaent 4,0 
Hear coaplalnts in office and over telephone S*0 
Meet callers 6*0 
Make introductions 2*0 



Group Z - Tasks yrforawd by S9% to 40% of 
resi^ndents 



Make reccNMwndations for inproveaents of 

office procedures* routines* etc. 8.0 

Confer with eapl<^er on policy* procedures* 

etc. 8*0 

Instruct new eaployees (tn>rk procedures* job 

orientation* etc.) 10.0 

Keep ei|»loyer reainded of engageaents* 

dates* things to do* etc. 11«0 

Give directions for work to be done (as a 

co«worker or supervisor) 12.0 

*'Screen** visitors or people who want to 

see your eiqiloyer 13.0 

Coordinate with other personnel on various 

aatters for enq^iloyer 14.0 



Group 4 Tasks y»foraed by 39% to 20% of 
responaents 

Get rid of cranks* beggars^ and other un» 

desirables 15.0 

Make engageaents and appointments for 

enployer 16.0 



Times 
Mentioned 
fPer Cent) 



88 

85 



79 

78 

70 

08 

62 



S3 

52 

50 

46 

45 

43 

41 



38 

37 



MEETING AND NORIKING WITH PEOPLE CONTINUED 



Plan woxk othars 
Handla service calls on equipaent 
Decide on priority of irork for others 
Follow up on written notices for neetings 
by telephone 

Check up on tmfinished work of othe^ 
eeployees 

Distribute work awmg other einployees (in 
a supervisory capacity) 

Counteract false reports which spread in 
an organisation 
St^rvise other eiq^oyees 
Attend conventions, banquets, or aeetings 
outside of co&patqr but relating to 
company business 

Assist in plans for entertaiiunentSr, reeep* 
tions, dinners, etc* 
lUnind up people for meetings 



Tines 
Mentioned 
Rank (Per Cent) 



17.0 36 

18.0 33 

19.0 32 



20.0 31 



21.0 30 

22.5 22 

22.5 22 

24.0 21 



26.0 20 

26.0 20 

26.0 20 
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PERCBiTAGES OP CiSRICAL MORICERS PRRFORKINO 
M!SCELLAK«JU5 TASKS 



Tiaes 

Mentionad 

Group 1 - Tasks yrfoiaied by 80% or aore R«* (Per Cent) 

responaeiits 

Itone 

Group 2 - Tasks ysrPoraed by 79% to 60% of 



k)o»t 1*0 

Straighten vp effiee 2.0 77 

R»a errasiis ^<,0 64 



rospondoats 

Clean and oil typewriter 4.0 S2 

PrepTiTe or obtain coffee or refreshnents for 

ei^loyer or his guests 5.0 47 

Gol^iect aoney froa office eoq^loyees for 

various purposes 6.0 44 

Group 4 - Tasks yrforaed by 39% to 20% of 



Clean and oil other office aqfuipaent besides 

typewriter 7.0 29 

Arrange physical layout of office, pictures, 

fiitmiture, drearies, etc. 8.0 21 

Advise eq^loyer of illnesses, deaths, cirths, 

weddings, etc. , of friends 9.0 20 
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PERCESn'AGSS OF 

BOOKKEEFING/ACCCIffiT^fifG WORKSSS 
PERFO»t1HC TASKS 



PERCEHT^aiS OF BKP6/AC06 WORKERS PERFORMING 
TYPEWRITING TASKS 



Group I • 



Tasks yria>r«ed by 80% or aore 
gesponaents 



Ti«e$ 
Mentioned 
R^nk (Per €ent) 



Type addresses on envelopes end/or cards 
type carbon copies 



I.O 89 

2«0 S3 



Group 2 • Tasks wfomed by ^9% to oOl of 
respffloents 



Type business letters 3.5 
Proofread typeeritteii copy 3.5 
Erase original ccq^ies S.O 
Erase carbon copies 6«5 
type sMmoranduifi 6.5 
Ty^ and/or rule tabular naterials (tables » 

colums, rows of figures) 8.0 
Type final copy froa roukh*draft copy 9.0 
T^ copy froB unarranged copy 11.0 
type labels i individually 11*0 
T)^ cards index cards* file cards* 

**address finder** cards* etc.) 11.0 



76 

76 

73 

71 

71 

68 

65 

60 

60 

60 



Group 3 - Tasks yrforned by 59% to 40% of 
respondents 



type nanuscripts and/or r^rts 


13.0 


59 


Gonpose copy at the typewriter 


14.0 


56 


Type on printed diecks 


15.5 


55 


T^ fill-ins on duplicated letters or 
bulletins (fora letters* etc.) 


15.5 


55 


Select or order other typewriting supplies 
and equipaent (erasers* ribbons* etc.) 


ll’oO 


53 


Type on i^inted monthly statements 


18.0 


47 


Select or order proper typewriting paper 
and carbon paper 


19.5 


45 


Type on printed W-2 tax forms 


19.5 


45 


Prepare ruled business forms 


21.0 


43 


Type on printed invoices 
'ly^ on printed tax returns 


22.5 


40 


22.5 


40 



TYPisNRXTlNG Ti^KS CONTINUED 



Rank 



Tines 
Mentioned 
fPey Cent) 



Group 4 - Tesks yrforned by 39% to 20% of 
responaents 



Type information on continuous roll tape 

(gunned back or self-sealing back) 24 >0 

type financial Balance Sheets 2FoO 

on printed payroll tine sheets 2^5.0 

Make corrections with Tip OK» Ko-rectype» 

etc. (requires no erasing) 27. S 

Type postal cards 27.5 

iy^ on printed personnel forms 29.0 

type in outline fora 30.5 

T^ on printed credit memorandums 30.5 

type financial Profit 4 Loss Statements 33.0 

ty^ on printed purchase orders 33.0 

type on printed vouchers 33.0 

ty^ and correct stencils (Mineograj4i 

process) 35.0 

Type financial budgets 36.0 

Type on printed receipts 37.5 

Type Bank Reconciliations ^ 37.5 

Type on printed purchase requisitions 39.0 

T^ minutes or reports of meetings 40.0 

Type on printed cr^it inquiries 41.0 



39 

38 

37 

36 

36 

33 

31 

31 

30 

30 

30 

28 

26 

24 

24 

22 

21 

20 




PERCENTAGES OF BKPG/ACCT6 WORKERS OPERATING 
OFFICE MACHINES AND EQIlIFMEIir 



Group 1 - Tasks p erforaed by 80% or apre 
rosponoonts 



Rank 



Operate typewriter* NOTE: 40% use aaimals 
only; S% use electrics only; 50% use both 
asnuals and electrics 
Cerate I0*key adding aachine 



Times 

Mentioned 

(Per 



95 

89 



Group 2 - Tasks yrforaed by 79% to 60% of 
respondents 

Operate copying aachine (e.g. Xerox, Thcrsc- 
fax, Ozalid, etc.) 

Operate paper punch 

C^[»erate calculator (Monroe, Merchant, etc*) 



67 

64 

60 



Group 3 - Tasks y rforaed by S9% to 40% of 
respondents 

Cerate paper cutter 



6.0 55 



Group 4 - Tasks perforaed by 39% to 20% of 
responoents 

Operate check writer protector 
(^ratc lO-key printing calculator 
Cerate intercoa 

Operate aailing aeter (postage aeter) 
Cerate full^baiik adding aachine 
Operate stencil diqplicator (e.g. 
aiaeogr^h) 

Operate nund>ering machine 
C^erate bookke^ing machine 



7.0 38 

8.0 34 

9.0 31 

10.0 29 

11.0 26 



12.0 25 

13.0 23 

14.0 20 



•This item did not specifically appear in questionnaire. The 95% 
figure repsesents a co8q?os‘»ite of three questionnaire operate 

aanual typewriter,” ^operate electric typewriter (staadardj and 
"optrate Executive typewriter.” The original data seemed 
indicate that the respondents did not differentiate between a sts iidard 
electric and an IBM Executive typewriter. 
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PERCENTAGES OF BKPG/ACCTG NORKERS TAKING 
DICTATION Ata> TRANSCRIBING 

All tasks less than 20 petcant. 
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PERCE^TTAGES OF BKPG/ACCTG WORKERS PERFORMING 

MAZUN6 TASKS 



Gypup I - Tasks yyfotaed by 80% or aore 
tospoiioents 

Address letters, packages, etc. 
Insert letters in envelopes 



Tiaes 
Mentioned 
Rank fPer Cent) 



1.0 90 

2.0 87 



Group 2 - Tasks yrforned by 79% to 60% of 
resp^ents 

Fold letters 

Seal ^ivelopes (nanually) 

Read inconing sail 
sail 

Take nail to sail roon or mail box 
Nark, attach, or enclose materials for 
outgoing sail 



3.5 

3.5 

5.0 

6.0 

7.0 

8.0 



79 

79 

71 

69 

68 

65 



Group 3 • Tasks yrforsed by 59% to 40% of 
responoents 



Staap envelopes (manuaUy) 9.0 
Sort sail (for different persons) 10.0 
Forward or distribute nail II *0 
Sign for Registered Mail 12.0 
Pick up nail (leave desk to obtain) 13.5 
Tak^ nail to post office 13.5 
Make notes on inconing mail which superior 

should see 15*0 
Purchase postage lO.O 
Calculate postal rates (^rcel post], bulk, 

1st class nail, etc.} 17.5 
Have nail registered or certified 17.5 
Attach pertinent correspondence to inconing 

nail for superior to refresh his memory 19.0 
Sort nail fin priority order) 20^0 



58 

57 

55 

52 

51 

51 

47 

44 

42 

42 



41 

40 
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HAILING TASKS CON'^illED 



Grout> 4 - Taslis jwrfoCTted by 38t to 20% of RawL 



a. II I ims3 ..■mil wmt i i i' \ mn\ i I 

respoiwehts 

Make mailing list 21.0 

Sign boss's sail (his tignatu^.e) 22.5 

Read outgoing !sail to chock tp on infoxma- 

tion« etc* 22*5 

Have mail insured 24.0 

Stuffy bundle » sort, and/or label ofit going 

bulk mail 25 *S 

Wrap and tie packages 25.5 

Revise mailing list 27*0 

Check mailing list 28*5 

Stamp incoming mail (as to date, time, 

etc.) 28*5 

Obtain mailing material from Post Office 
(certified $ registered mail stickers, 
rate sheets, etc.) 30.5 

Keep postage meter record 30.5 

Trace mail 32.0 



TiBKas 
Mentioned 
(Per Cent) 



37 

35 

35 

34 

33 

33 

32 

30 

30 



22 

22 

21 
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PERCENTAGES OH BKPG/ACCT6 WORKERS PERFORMING 

FILING TASKS 



Group 1 - Tasks perforaed by 80% or ■ore 
re spondents 

Get Mterials from files 
Sort materials for filing 
Transfer records to inactive fil^s 



Times 
Mentioned 
Rank (Per Cent) 



1.0 n 

2.0 88 

3.0 81 



Group 2 - Tasks ytrformed by 79% to 60% of 
respotidents 

Make fciders and folder titles for Hi les 
(labels) 

Search for lost materials 
File materials by name of person 
Revise files 

File materials by nunber 

File materials by topic or subject 



4.0 

5.0 

6.0 

7.0 

8.0 

9.0 



79 

74 

69 

66 

63 

60 



Group 3 - Tasks y rformed by 59% to 40% of 
respondents 

Handle classified or confidential files 
Select and/or order filing equipment and 
siqpplies 

Control and manage filing system 

Dispose of records 

File materials by date 

Keep card indexes of various kinds 

Handle cross references 



10.0 

11.5 

11.5 

13.0 

14.5 
14.5 

16.0 



57 

53 

53 

52 

49 

49 

42 



Group 4 - Tasks y rformed by 39% to 20% of 
respondents 



Install filing system 17. o 

Follow up released materials 18 

Keep tickler or follow-iq> files of v<»'ious 

kinds 15*0 

Check out materials from filc« to 

employees 20.5 

Assign file numbers 20.5 



37 

36 

35 

31 

31 
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PERCENTAGES OF BKPG/ACCT6 WORKERS PERFOWfING 
TELEPHONING AND COmJNICATING TASI!<S 



Tines 

Mentioned 

Group X - Tasks lystforned by 80% or more Rsnk (Per Cent} 

respondents 



Answer telephone 1*0 

Place telephone calls (local) 2.0 

Place telephone nenorandaf eessages^ etc.« 

where employee will see them 3.0 

Carry out written or oral orders or 

instructions of si^riors d.O 



03 

04 

83 

81 



Group 2 - Tasks yrformed by 79% to 60% of 
respondents 

Turn telephone calls over to another 
department 

Compose correspondence 
Place telephone calls (long distance) 
Give oral directions to other office 
workers 

Cdspose business reports of any kind 



5.0 76 

6.0 75 

7.0 65 

8.0 64 

9.0 63 



Group 3 - tasks performed by 59% to 40% of 
responctents 

Coaq^»se written directions to other office 

workers 10.0 44 



Group 4 • Tasks i^rfomed by 39% to 20% of 
respon^nts 

Receive telegrams and/or cablegrams 
Screen employer's calls 
Send telegrams and/or cablegrams 
Maintain record of long distance culls 



11.0 37 

12.0 3 $ 

13.0 32 

14.0 30 
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PERCEIfTAGES OF 3KPG//CCTG WORKERS PERFORMING 

CIJERICAL TASKS 



Group 1 - Tas ks yrfonaed by 80% or aore 
respondents 

None 



Tines 
Mentioned 
Rank (Per Cent) 



Group 2 - Task s lygrfoxiaed by 79% to 60^ of 
respondents 

Check on supplies (for re ordering purposes) 
Make notes for next day's work 
Look up nanes and addresser 
Look over notes and neuos f >r the day 
Arrange papers or articles on your owi 
and/or your enployer's desk 
Cut nateriaXs (scissors, p^r cutter, etc.) 
Change calendar daily 
Assemble and staple duplicated naterials 
Coapile periodic reports 
Order svipplits of various kinds for the 
office (fro« suppliM or central siq»ply 
depaxtnent) 

Check noney orders, checks, etc., as to 
anounts, dates, signatures 
work with records of tiae and tiae cards 
Protect valuable and confidential aaterials 



US 

1.5 

3.0 

4.0 

5.0 

6.0 

7.5 
7v5 
9.0 



10.0 

11.5 

11.5 

13.0 



76 

76 

75 

74 

70 

69 

68 

68 

64 



63 

61 

61 

60 



Group 3 - Tasks perforaed by 59% to 40% of 
respondents 

Send out notices of any type 
Compete copy (one copy with another copy) 
Change dates on rubber st4iaq?s or tine staap 
aachlne daily 

Keep desks equipped with office siqjplies 
(sharpened pencils, ink in pens, etc.) 
Make change 

Get information from various departments 
needed for correspondence 
Make out requisitions 
Gather data to fill out questionnaires 



14.5 

14.5 



16.0 



17.5 

17.5 

19.5 
19.5 
21.0 



56 

56 

S3 

52 

52 

46 

46 

45 
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CLERICAL TASKS CONTINUED Tines 

Mentioned 
R«Jc (Per Cent) 



Count itens 22.0 43 

Inspect sateriftl received for co«pleteness« 

daMges. etc. 23.0 42 



Groun 4 - Tasks :»erfo»ed by 39% to 20% of 



Get quotations on supplies (fro® siqppXier) 24.0 39 
Distribute supplies 25.5 38 
Keep daily attendance of eiiq^^Xoyees 25 .5 38 
Review unfinished business file 27.5 35 
Check up on observance of I'arious laws 

(in connection with work) 27.5 35 
Take inventory 29.0 34 
Dust enpXoyer’s desk ar<d keep eapXoyer*s 

desk neat 3'^.0 33 
Make out accident reports fer ssXf or 

other workers 31.0 52 
Post notices 32.0 SX 
Keep office laanuaX or instruction book for 

eiQ»X<^ees 33.0 27 
Route shipinerits of loateriaXs (within office, 

between departments, etc ) 35.0 24 
Weigh items 35.0 24 
Renew newspaper and magatine subscriptions 3S.0 24 
Keep records on maps or charts (sales 

records, etc.) 37.5 22 
Check tally sheets on various jobs 37.5 22 
Place daily newspapers, magazines, etc., 

on employer's desk 40.0 20 
Make preparations for meetings 40.0 20 
Secure govemme«it permits of various kinds 

(buildings, tax, etc.) 40.0 20 
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PERCENTAGES OF BKPO/ACCTG WORKERS 
SECURING DATA 



Group 1 - Tasks y»rforiw>d by 80% or aore 
rofponoimts 

Us*d talei^oiia directory 
Use dictionary 



Tines 
Mentioned 
Rank (Per Cent) 



1.0 96 

2.0 8S 



Group 2 - Tasks perfomed by 79% to 60% of 
respondents 



Kane 



Groim 3 • Tasks perfo med by 59% to 40% of 
respondei^s 

Use c^any naimals 

Use office nanuals 

Use U.S. Zip Code Directory 



3.0 55 

4.0 48 

5.0 46 



Gr oup 4 • Tasks ^rfomed by 39% to 20% of 
mspondents 



Use city directory 


6.0 


39 


Use other reference books or nanuals 


7.0 


36 


Use naps 


8.0 


32 


Use technical nanuals 


9.0 


27 


Use U.S. Postal Manual (postage rates » 
types of nail* etc.) 


10.5 


25 


Use newspapers 


lO.S 


25 


Use nagatines 


12.0 


22 


Use secr«itarial handbook 


13.0 


20 
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PERCENTAGES OF BKP6/ACCTG WORKERS USING 
MATIINATXCS 



Group I - Tusks i^rfor^ed by 80% or mote 
rosponlents 

Use subtraction 
Use division 
Use addition 
Use Miitiplication 
Use decimals 

Add long coluans of figures 
Use fractions 



Tiaes 
Mentioned 
Rank fPer Cent) 



1.0 

2.5 

2.5 

4.0 

5.5 
5.5 

7.0 



98 

97 

97 

96 

92 

92 

86 



Croup 2 - Tasks y>rfomed by 79% to 60% of 
wporoents 



Convert fractions to decimals 


8.0 


74 


Compute percentaj^c) problems 


9.0 


70 


Convert decimals to fractions 


10.0 


69 


Compute sales tax 


U.O 


61 



Group 3 * Tasks perfomed by 59% to 40% of 
respondents 

Coopute trade and cash discount 12.0 

Group 4 • Tasks perforated by 39% to 20% of 
respondents 



CoKinite Interest charges 1*^.0 

Coppute aaount a?id per cent of markup or 

loss 14.0 

Compute pr^rtj and/or income taxes 15.0 

Work vith reciprocals 10.0 

Compute insurance premiums (life» medicnl^ 

retirement 9 etc.) 17.0 



47 



37 

24 

23 

22 

21 
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PERCENTAGES OF BKPG/ACCTG WORS’ERS PERFORMING 
FINANCIAL AND RECORDKEEPING TAr>!<^i 



Group 1 - Tasks porfpmed by 80% or wore 
respondents 

None 



Tines 
Mentioned 
R ank (Per Cent .) 



Gro^ 2 - Tai>ks pe rforaed by 79% to 60% of 
res]>onaents 

im i i i mmmmmmtrn 



Keep books and/or ledgers for any purpose 1.0 

Make journal entries (any type of journal} 2.0 

(3ieck bills and/or invoices (verify 

extensions, ctc«) 3.0 

Write checks (for any purpose as a part of 

your job) 4,0 

Make entries in special journals (Cash 

Receipts, Sales, Cash Payments, Purchases, 
etc.) 5,0 

Use ledger accounts with **balance** column 

(balance form) 6*0 

Post (transfer) entries from journals to 

a ledger (group of accounts) 7.0 



75 

70 

69 

65 



63 



62 



61 



Group 3 « Tasks performed by 59% to 40% of 
respondents 



Work with subsidiary ledger (accoimts 

receividile, accounts payable, etc.) 8.5 

Deposit checks and/or cash in bank or 

cisTiier*s office 8.5 

Cosq[mte payrolls for employees lO.O 

Make ’’General Journal” entries H.O 

Give checks to employer for signature 12,0 

Keep current files of invoices oftd 

purchase orders 13.5 



Calculate deductions (Income Tax, PICA, 

Insurance, etc.) 13.5 

Maintain payroll register (all employees 

listed) 15.0 

Maintain individual employee’s earnings 

records lb .5 

Write receipts lb. 5 



59 

59 

S8 

57 

56 



55 

55 

54 

52 

52 
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED 



Tines 
Mt^ntioned 
Rank fPer Cent) 



Write checks for payroll 

Use check register 

OK bills of any kind 

Take care of checkbook and stubs 

Hake "Combined Journal” entrier 

Keep records for FICA tax (Social Security) 

Maintain file of W-4 £oms 

Cash checks 

Reconcile bank statenent 
Make out withholding tax statenents at 
end of year (W-2 foms) 

Send out invoices for pa 3 naent due (on 
contract^ etc.) 

Prepare Worksheet 
Act as cashier or teller 
Prove cash daily 

Take orders for various goods or services 
iiii person or by phone) 

Keep re^^ords for incone taxes 
Make out reports for state and/or Federal 
Ckivemaent pertaining to various taxes 
Prepare a Trial Balance at end of mnth or 
fiscal period (prove equality in ledger) 
Kee]^ cash account 
Take care of bankbook 



18.0 

19.5 

19.5 

21.5 
21.5 

24.0 

24.0 

24.0 

26.0 



27.0 

28.5 

28.5 

31.0 

51.0 



31.0 

35.0 



35.0 



35.0 

35.0 

35.0 



50 

49 

49 

48 

48 

46 

46 

46 

45 

43 

42 

42 

41 

41 

41 

40 

40 

40 

40 

40 



Group 4 • Tasks yrEoraed by 39% to 20% of 
respondents 



Endorse checks 

Figure extensions 39.0 
Total weekly or nouthly sales 39.0 
Coupile statistical data dl.O 
Prepare Balance Sheet 42.0 
Make lists of employees for incone tax 

purposes (salaries, etc.) 44.0 
Keep track of bad debts 44.0 
Record tine clock data on payroll forms 44.0 



Make out monthly statements (for services 

rendered, goods sold, etc.) 47.0 

Keep records pertaining to State Industrial 

Insurance 17,0 

Prepare adjusting entries at end of month 47.0 



39 

39 

39 

38 

37 

36 

36 

36 

35 

35 

35 
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED 



Tipes 
Mentioned 
P»njc (Per Cent; 



Mike entries directly to accounts it 
business does not use journals 


50.0 

50.0 


54 


Close ledger accounts 


31 


Keep records pertaining to State Un- 
eeployaent tares 


50.0 


34 


Handle collection of outstwiding debts 
(accounts receivable) 


5X.0 


35 


Keep records pertaining to sales tar 


54.0 


32 


Age the accounts receivable 


54.0 


32 


Prepare closing entries at end of srf>nth 
or fiscal period 


54.0 


32 


Rule ledger accounts at end of aonth or 
fiscal period 


57.0 


31 


Keep records of sales exeapt fro® tax 


57.0 


31 


Keep petty cash account 


57.0 


51 

30 


Make petty cash payaents 


60.5 


Count aoney to verify cash register 
returns 


60.5 


30 


Sell various goods or services 


60.5 


50 


Look up or check on financial ratings of 
custoners or es^loyees 


60. 5 


30 


Keep records pertaining to FUTA tax 
(Eederal UneiQ>lo]rBent tax) 


65.0 


29 


Rule journals at end of aonth or fiscal 
period 


64. S 


28 


Apply for group insurance (as an 
eaployee) 


64.5 


i»8 


Work in connection with state or federal 
taxes other than BgO, FUTA, FICA, Incoae, 
State Uneaployaent , State Industrial 
Insurance, or sales tax, licenses, 
permits, reports, etc. 


66. S 


27 


Prepare reversing entries at end of aonth 
or fiscal period 


66.5 


27 


Figure inventory (value) 


6S« 5 


26 


Send out credit menos for goods returned, 
etc. 


68.5 


26 


Maintain price lists and make necessary 
changes 


71.5 


2S 


Figure discount and maturity dates 


71.5 


2S 


Prepare Profit and Loss Statement (Income 
Statement) at end of month or fiscal 
period 


71,5 


25 


Prepare sales slips 


71.5 


2S 



m 



FINANCIAL AND RECORDKEEPING TASKS CONTIMJED 



Record dtily sales in unit control forms 
Keep records pertaining to B$0 Tex 
Keep books which supply data for income 
tax for company* trust* etc. 

Post data on ^ly sales sheets by depart- 
ment or eiployee 

Moke decisions on discounts allowable 
Record inventory records in proper forms 
work with city and/or county tax state- 
ments 

Keep records pertaining to employees 
belonging to union 
Assemble on^or interpret cost data 
Prepare Post-Closing Trial Balance at end 
of month or fiscal period 
Prepare any other accounting data for 
transmittal to computer center 
Use voucher register 
Work with accruals 
Make entries only in journal (s) if 
business uses only journal (s)— does 
not use any accounts as such 
Keep wage and sales conparison recox*ds 
Keep record of interest-due dates 
Sign checks 



Rank 


Times 
Mentioned 
fPer Cent) 


7S.0 


24 


75.0 


24 


75.0 


24 


81.0 


22 


81.0 


22 


81.0 


22 


81.0 


22 


81.0 


22 


81.0 


22 


81.0 


22 


81.0 


22 


81.0 


22 


86.5 


21 


86.5 


21 


89.0 


20 


89.0 


20 


89.0 


20 
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PERCENTAGES OP BKPG/ACCTG WORKERS PERFORMING 

EDITORIAL TASKS 



Tines 

Mentioned 

Group 1 - Tasks i^rfomed by 80% or more Rank CPer Cent) 

responoents 

None 



Group 2 - Tasks yrfomed by 79% to 60% of 
respondents 

None 



Group 3 - Tasks yrfomed by S9% to 40% of 
respondents 

None 



Group 4 - Tasks yrfomed by 39% to 20% of 
respondents 

Gather data for reports 1.0 24 

Coi|»ile one report fron nunerous snail 
ones 



2.0 



22 



PERCENTAiGES OF BKPG/ACCTG IK)RKERS MEETING AND WORKING 

WITH lEOPLE 



Gromo I - T>slcs wforaad by 80% or wort 
resipondtnts 

Plan work for one's self 
Give infoxMstion in response to vezbsl 
inquiries 

Decide on priority of work for self 



Group 2 - Ttsks i^rfoined by 79% to 60% of 
respomients 

Direct people to proper office or depsrt- 
smit 

Hear coeplaints in office and over tele- 
phone 



Tittrs 
Mentioned 
Rank {per Cent) 



1.0 90 

2.0 03 

3.0 30 



4.5 71 

4.5 71 



Group 3 - Tasks perfomed by 59% to 40% of 
respondents 



Meet callers 
Make introductions 

Make re c o— endations for iaqproveBents of 
office procedures » routines* etc. 

Confer with ewployer on policy* procedures* 
etc. 

Keep e^filoyer reninded of engagements* 
dates* things to do* etc. 

Give directions for work to be done (as a 
co-worker or supervisor) 

Instruct new imployees (work procedures* 
job orientation* etc.) 

Coordinate with other personnel on 
various natters for enployer 
Handle service calls on equipnent 



6.5 

6.5 

8.0 

9.0 
10.0 
11.0 

12.0 

13.5 
13.5 



56 

56 

55 

51 

48 

45 

43 

40 

40 
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NEBTIHG AND MMUCING NZ1H PEOPLE CONTINUED 
Group 4 • Tasks petfotswd by 39% to 20% of 


Rank 


Tines 
Mentioned 
(Per Cent! 


xespcmdents 

Get 7id of cnmkst beggars, and other 
undesirables 


15.S 


37 


Plan work fbr others 


15*5 


37 


Consult with attorney, tax«exawiner, 
auditor, etc. 


17.0 


36 


Check up on unfinished work of other 
e^^loyees 


IS. 5 


32 


Make engagenents and iqppointaents for 
ewployer 


18.5 


32 


Approve (OK) custoaers* cliecks^ charge 
purdhases, etc* 


20*5 


31 


"Screen" visitors or peop].o who want to 
see your eaployer 


20.5 


31 


Manage office 


23.0 


28 


Decide on priority of work for others 


23.0 


28 


Counteract false reports which spread in 
an organisation 


23.0 


28 


Supervise other eaployees 


25.5 


27 


Distribute work asamg other enployees 
(in a siq^rvisory capacity) 


25*5 


27 


Follow on written notices for Meetings 

by telephone 


27.0 


24 


Investigate references, personal or 
financial 


28.0 


23 


Attend conventions, banquets, or Meetings 
outside of cam^mny but relating to 
coMpany business 


29.0 


22 


Interview and/or reconaertd iqiplicants for 
eq^loynent 


30.0 


20 
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PERCENTAGES OF BKP6/ACCT6 WORKERS PERFORMING 
MISCELLANEOUS TASKS 



Tines 

Mentioned 

Group I - Tasks yrforned by 80% or nore Rank CPer Cent) 

respondents 

None 



Group 2 - Tasks wrfomed by 79% to 60% of 
respondents 



Strai^t«m up office 


1.0 


77 


Dust 


2.0 


73 


Ru : emends 


3.0 


60 



Group 3 - Tj ftsks yrfonned by S9% to 40% of 
ri ispona^s 

Clean and oil typewriter 4j) 41 



Group 4 - Tasks yrfomed by 39% to 20% of 

I^repiure or obtain coffee or refreshments for 
e^[»loyer or his guests 

Collect money from office employees for 
\ arious purposes 

Clean and oil other office equipment 
besides t}q;>ewriter 

Advise eiplo^rer of Illnesses^ deaths, 
births, weddings, etc.» of frieiyis 

Select or order ftoishings for oitiice 

Arrange physical layout of office, pictures, 
ftoiture, dinqteries, etc. 

Shop for employer 



5.0 


39 


6.0 


37 


7.0 


32 


8.0 


28 


9.5 


24 


9.5 


24 


11.0 


20 



PERCEKTAGES OF 
BUSINESS MACHINE OPERATORS 
PERFORMING TASKS 
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PERCENTAGES OF BUSINESS MACHINE OPERAiORS PERFORMING 

HfPENRXTING TASKS 



Group 1 - Tasks ^rforaed by 80% or aore 


Tiaes 
Mentioned 
Rank (Per Cent) 


xesp<mMnts 




type addresses on envelopes and/or cards 


l.O 83 



Gmip 2 - Ttki yrfon>ed by 79% to 60% of 
r»$poiia(inti ' 



Type labels individually 


2.0 


64 


Proofread typewritten copy 


3.0 


62 


Group 3 » Tasks perforaed by 59% to 40% of 
respondents 


Erase carbon copies 


4.0 


59 


Erase original copies 


5.0 


57 


Type carb^ copies 


6.0 


55 


Type and/or rule tabular aaterial (tables* 


coluans* rows of figures) 


7.0 


52 


Type business letters 


8.0 


45 


Ty^ aeaoranduas 


9.0 


44 



Group 4 - TitsKs porfo t— di by 39% to 20% of 
rospondo^t 



?ypo ML'iwscriptt asid/or reports 10.5 39 

cards (index cards* file cards* 

**address finder*' car^* etc.) 10.5 39 

Hake corrections with Tip OK* Ko»rectype* 

etc. (requires no erasing) 12.5 31 

Type fill-ins on duplicated letters or 

bulletins (fora letters* etc.) 12.5 38 

Type final copy fro* rough-draft copy 14.0 35 

Type copy froa unarranged copy 15.0 32 

lype inforaation on continuous roll tiq>e 

(guaaed back or self-sealing back) 16.0 31 

Coepose copy at the typewriter 17.0 21 

Select or order proper typewriting paper 

and carbon paper 18.0 20 



I9t 



PEfU:EHTAGES OF BUSINESS MACHINE OPERATORS OPERATING 
OFFICE MACHINES AND EQUIPMENT 



Ti»»s 

Mentioned 

Group I - T«>k$ i^rforaod by 80t or mote RwJc (Per Cent) 

Vesponoents 

Operete '*.ypewriter* NOTE: 32% use •anumls 
only; 7% use electrics only; 42% use both 
atnuals and electrics l«^^ 



Group 2 - Tesks yirfor«ed by 79% to 60% of 
respondents 

Operate 10-key adding aachine 2.0 

Cerate paper cutter 3.0 



Group 3 - Tasks yirfotaed by S9% to 40% of 
respondents 



Operate copying aachine (e.g. Xerox, 

Theraofax, Ozalid^ etc.) 4,0 
Cerate paper pundt S.O 
Cerate calculator (Monroe, Merchant, etc.) 6.0 
Cerate bookkeeping aachine 7.0 



59 

55 

47 

41 



Group 4 - Tasks yrforaed by 39% to 20% of 
responoehts 



Operate fbll^bank adding aachine 


8.0 


31 


O^rate switchboard (PBX) 


9,0 


29 


Operate mabering aadiine 


10.0 


26 



♦This itea did not specifically appear in questionnaire. The 81% 
figure represents a coa|>osite of three questionnaire items: ‘'operate 

annual typewriter,” "operate electric typewriter (standard),” and 
"operate IBM Executive typewriter.” The original data seeaed to 
indicate that the respondents did not differentiate between a 
standard electric and an IBM Executive typewriter. 
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PERCEHTA6ES OF BUSINESS MACHINE OPERATORS TAKING 
DICTATION AND TRANSCRIBING 



All taslw l®$s th*n 20 p«rc«it. 



PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING 

MAILING TASKS 



Tines 

Mentioned 

Group 1 - Teski y rfomed by 80% or nore Rjgk (Per Centl 

responoentt 

None 



Group 2 - Tasks yrfomed by 79% to 60% of 
reiponoents 



None 



Group 3 - Tasks yrEomed by S9% to 40% of 
respono^s 

Address letters, packages, etc. 

Pick up nail (leave desk to obtain) 
Seal onvelopes (namially) 

Insert letters in envelopes 
Take nail to nail rocs or nail boa 
Forward or distritwte nail 
Mark, attacb, or enclose naterials for 
outgoing nail 
Fold letters 

Stanp envelopes (nanually) 



1.0 

5.0 

3.0 

5.0 

5.0 

6.0 

7.0 
$.0 

9.0 



75 

55 

55 

55 

51 

49 

44 

42 

41 



Group 4 - Tasks yrfomad by 39% to 20% of 
respondents 



Sort nail (for different persons) 10.5 

Open nail 

Calculate postal rates (parcel post, bulk, 

1st clasi> nail, etc.) 12.0 

Read inconing nail 15.0 

Stuff, bundle, sort, and/or label outgoing 

bulk nail 1^-0 

Read outgoing to check up on Informa- 
tion, etc. 15.5 

Stanp inconing nail (as to date, tine, 

etc.) 15.5 

Check nailing list 17.5 

Sign boss's nail (his signature) 17.5 



54 

54 

55 
26 

25 

23 

25 

2 ? 

22 
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING 

PILING TASKS 



Gttm I - T^sks y»rEoyat4 by 80% or wore 
yespondents 

Get Miteyi«l& fxon files 



Group 2 - Tasks i^rfor»cd by 79% to 60% of 
respondents 

Sort aateriali for filing 
Search for lost staterials 
Make folders and folder titles for files 
(labels) 



“ - * ^ rued by S9% to 40% of 



File Materials by name of person 

File Materials by date 

Transfer records to inactive files 

File Materials by ntaober 

File Materials by topic or subject 

Revise flltv 

Hanole cross references 



Group 4 - Tasks i^rfotMed by 39% to 20% of 
respondents 

Handle classified or confidential files 
Dispose of records 
Keep card indexes of various kinds 
Folloif up released Materials 
Check out Materials fros files to 
eaployees 



Tines 
Mentioned 
Rank (Per Cent) 



1,0 80 



2,0 60 

3.0 64 

4.0 63 



5.0 57 

6.0 55 

7.0 48 

8.0 46 

0.0 42 

10.0 41 

11.0 40 



12.0 38 

15.0 36 

14.0 35 

15.0 31 

16.0 22 
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pincmAGES OF BUSINESS MACHINE OPERATORS PERFORMING 
TELEPHONING AND COHMUKICATING TASKS 



Grow I - Tosks wrforaed by BOt or aot g R»J'k 

yiesponcerit s 

An«¥or tel^phont ^-0 

Turn telephone c^lls over to another 
depertaent 

Place telephone calle (local) 3.0 



Croup 2 - Tasks yrforaed by 79% to 60% 
respondents 

Carry out written or oral orders or 

instructions of superiors 4,0 

Place telephone neaoranda» aessages, etc.» 

where eaployer will sec thea S.O 

Place telephone calls (long distance) 6.0 

Give oral directions to other office 
workers 



Group 3 • Tasks perforaed by 59% to of 
respondents ^ 

Screen eaployer*?. calls 6-0 

Coapose written directions to other office 
workers 



Group 4 - Tasks yrforaed by 39% to 20% of 
respondents ~ 

Coapose business reports of any kind 10.0 
Coapose correspondence 11 >0 
Maintain record of long distance calls 12.0 
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ERIC 



Tiaes 
Mentioned 
(Per Cent) 



92 

8S 

82 



77 



72 

70 



62 



44 

43 



39 

32 

22 



PERCSKTAGES OP BUSINESS HAiCHINE OPERATORS PERFORMING 

CLERICAL TASKS 



Tiaes 

Mmtioiuid 

Group I - Tasks yrforaed by 80% or aore R«^ (Par Cent) 

respondents 

None 



Group 2 « Taskg» yrforaed by 79% to 60% of 
rgesponoents 



Look (jp naaes and addresses 


1.5 


63 


Chanj;e calendar daily 


1.5 


63 


Clieck on s^pplits (for re-ordering 
piiposes) 


3.0 


61 



Group 3 *• Tasks yrfora ed by S9% to 40% of 
respondents 



Ar 7 >*ange pipers or articles on your own and/or 
your e^^lc^er's desk 


4.0 


56 


Assemble and staple diplicated materials 


5.5 


52 


Change dates on rubber staaps or tine 
staip aachine daily 


5,5 


52 


Look over notes and aesios for the day 


7.5 


50 


Cut aaterials (scissors, paper cutter, 
etc.) 


7.5 


50 


Coipare copy (one copy with another copy) 


9.0 


48 


Make notes for next day’s work 


10.0 


46 


Count items 


11.0 


44 


Keep desks equipped with office supplies 
(sharpened pencils, ink in pens, etc.) 


12.0 


43 


Order s;qpplies of various kinds for the 
office (from suppliers or central supply 
departnent) 


13.0 


41 


Group 4 - Tasks rerforaed by 39% to 20% of 
responMnts 

Send out notices of any type 


14.5 


37 


Check money orders, checks, etc., as to 
amounts, dates, signatures 


14.5 


37 


Make out requisitions 


16.5 


33 



CLERICAL TiiSXS CONTINUED 



Hank 



Timest 
Mentioned 
fPer Cent) 



Conpile periodic reports 
Make change 

Get infonation froii various departaents 
needed for correspondence 
Distribute supplies 

Work with records of tine and tine cards 
Review unfinished business file 
Keep rt)cords on bi^s or diarts (sales 
records 9 etc.) 

Tak> inventory 
Weigh itens 



16.5 
18.0 

20.0 

20.0 

20.0 

25.5 



23.5 

23.5 
23.S 



S3 

29 

26 

26 

26 

22 

22 

22 

22 



PERCEKTAGES OF BltSXNESS MACHINE OPERATORS 

SECURING DATA 



Group I - Task s porforaed by 80% or aow 
reiponaontt 

Use tel^hone directory 



Tines 
Mentioned 
Rank fPer Cent) 



1,0 S5 



Group 2 - Tasks o erfomed by 79% to 60% of 
respondents 

Use dictionary 
Use city directory 



Group 3 - Tasks perfomed by 59% to 40% of 
respondents 

Use office namials 

Use conpany manuals 

Use 0.57 Zip Code Directory 



4.0 58 

5.0 53 

6.0 46 



Group 4 - Task s perfowaad by 39% to 20% of 
respondents 

Use technical manuals 

Use other reference books or manuals 

Use maps 

Use U.S. Postal Manual (postage rates « 
types of mail» etc.) 



7,0 32 

8.0 25 

9.5 22 

9.5 22 



PBCENTAGES OF BUSINESS M«H1NE OPERATORS USING 

MAIUEMATICS 



Group 1 - T asks pcrfo rvod bv 80% or mow 
*^ »«iPona<>nts 

Use addition 
Use subtraction 



Rank 



l.S 

l.S 



Group 2 - Tasks p^prforaed by 79 % to 60% of 
reswwetit s 

Use aultipiication 

Add long coluBBTis o£ figures 

Use decimals 

Use fractions 

Use division 



Group 3 - T asks perforaed by 5 9% to 40% of 
respondent s 

Convert fractions to decimals 
Convert de^rinals to fractions 
Compute percentage problems 



Groi]«> 4 - Tasks performed by 39 % to 20% of 
respondents 

Compute sales tux 
Conjee interest charges 
Compute trade and cash discount 



Times 

Mentioned 

SSSLSSSSL 



90 

90 



79 

7B 

76 

72 

72 



57 

57 

42 



39 

30 

23 
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PEFCENTAGHS OF BUSINESS MAOUNE OPERATORS PERFORMING 
FINANCIAL AND RECORDKEEPING TASKS 



Group I - Tfks yt^tioxfmd by 80% or nora 
respondents 



.None 



Groiq;» 2 - Tssks performed by 79% to 60% of 
respondents 



None 

Group i ■ yrformed by S9% to 40% of 
respondents 



Keep books end/or ledgers for any purpose 1.0 
Make journal entries (any type of journal) 2.0 
Check bills and/or invoices (verify 

extensions » etc.) 3.0 
Nrite receipts ^*0 



Group 4 - Tasks lyrformed by 39% to 20% of 
rospbnqents 



Post (transfer) entries from journals to a 

ledger (group of accounts) S.O 

Figure extensions 0.0 

Send out invoices for payment due (on 

contract 9 etc.) 8.5 

Figure discount and maturity dates 8.5 

Make entries ir. special journals (Cash 

Receipts » Sales « Cash Payments, Purchases, 
etc.) 8.5 

Prepare Worksheet 8.5 

Make "General Journal" entries 14.5 

Make entries directly to accounts if 

business does not use journals 14.5 

Use ledger accounts with "balance" column 

(balance form) 14.5 

Prepare a Trial Balance at end of month 
or fiscal period (prove equality in 
ledger) 14.5 



o 



Tines 
Mentioned 
(Per Cent) 



46 

44 

42 

41 



34 

31 

27 

27 



27 

27 

23 

23 

23 



23 
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FINAIiCIAL AND RECORDKEEPING TASKS COKHWIED 



Prepm adjusting entries 

Send out credit wnnos for goods returned, 

0t^Ce 

Write checks (for any purpose as a part 
of your job) 

Keep current files of invoices and purchase 
orders 

OK bills of any kind 



Rank 


Tiaes 
i4entioned 
(Per Cent) 


14.S 


25 


14.$ 


25 


14.S 


25 


14.S 


25 


19,0 


20 



H9 



o 



PERCEKTA6ES OF BUSINESS MACHINE OPERATORS PP4VOIWING 

EDnORIAt TASrS 



TIaes 

Mrationed 

Group 1 - Tasks ombd by 80% or aoro (Por Cont^ 

rosponoents 



None 



Group 2 - Tasks i ^rforaod by 791 to 60% of 
fespoTwaots 



Nona 



Group 3 - Tasks i^rforaad by $9% to 40% of 
rasponoants 



Nona 



Group 4 - Tasks yrfoniad by 59% to 20% of 
raspondants 

CoHpile one report fttm numerous small ones 



1.0 



20 
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PERCEKTAGES OP BUSINESS MAOUNE OPERATORS MEETING AND 

iriK PEOPLE 



Group 1 - Tasks parfortttd by 80% or wore Rank 

raspo B oants 

Nona 



Group 2 - Tasks yrforaad by 79% to 60% of 
raspondents 

Giva inforaation in rasponsa to varbal 



inquiries i«0 
Plan work for one's self 2.0 
Direct people to proper office or 

departaant 3.0 
Decile on priority of work for self 4.0 



Group 5 - Tasks yrforasd by 59% to 40% of 
raspoMeias 



Instruct net* eaployees (work p?.*ocedures, 

job orientation, etc.) 5.0 

Hear coaplmints in office and over 

telephone 0.0 

Give directions for work to be done (as 

a co*worker or supervisor) S.O 

Meet callers 3*0 

Make introductions S.O 

Make recoaaendations for iaproveaents of 

office procedures* routines, etc. 10.0 



Group 4 - Tasks i^rforaed by 39% to 20% of 
respondents 



Handle service calls on equipaent 11.0 

Plan work for others 12.0 

Keep eaployer reaindcd of engagements, 

dates, things to do, etc. 15.5 

Coordinate with other personnel on 

various matters for eaployer 15. S 

Decide on priority of work for others 15.0 

Confer with eaployer on policy, procedures, 

etc. 16.0 

Make engageaents and appointaents for 

eaployer 17.0 



WORKING 



Tiaes 
Mentioned 
(Per Cent) 



74 

70 

67 

62 



59 

56 

42 

42 

42 

41 



55 

51 

29 

29 

27 

25 

21 
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PERCEKTACES OP BUSINESS HAOUNE OPERATORS PBRPOIWING 

MISCEUANBOUS TASKS 



Tims 

Hmitiomd 

Group I - Task! yrfor^od by 80% or «or» (Por Contj 

rosponoetits 



Non# 



Group 2 - Toik» yrfor— d by 79% to 60% of 
responoeats 



Oust 


1.0 


79 


Run errands 


2.0 


76 


Straighten up office 


3.0 


65 


Collect »oney froe office ^loyees for 
various purposes 


4.0 


62 



Group 3 - Tasks yrformed by S9% to 40% of 
respoaconts 



Nona 



Group 4 - Tasks yrforaed by 39% to 20% of 
raspondants 



Claaxi and oil typamrltar 5.5 

Claan and oil offica aquipnant other than 

typewriter 5.5 

Prepare or obtain coffee or rafiesheants 

for aoployar or his guests 7.0 

Purchase flowers, fruit, books, gifts, 
etc., for office 



29 

29 

28 

20 
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PERCENTAGES OF 
ORTA PROCESSING NORKERS 
PERFORMING TASKS 



PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING 

TYPEWRITING TASKS 



Tiflies 

Mentioned 

Group 1 - Tesks yrfora»d by 80% or aore (Per Cen^ 

reipondentt 

None 



Group 2 • Tasks yr foraed by 79% to 60% of 
respondents 



None 



Group 3 - Tssks performed by S9% to 40% of 
re spondents 

Proofi«ad typeiiritten copy 1*^ 

Type labels individually 

Type addresses on envelopes and/or cards 3.0 



Group 4 • Tisks yr foraed by 39% to 20% of 
7osponaents 

Erase carbon copies 
Type business letters 
ly^ carbon cc^ies 

T^ Infojnsatlon on continuous roll tape 
(guroed back or self*sealing back) 

Type final copy fro« rough-draft copy 
Type copy froa unarranged copy 
Erase original copies 
Type in outline form 

Type and/or rule tabular aaterial (tables, 
coluans, rows of figures) 

Make corrections with Tip OK, Ko-i*«ctype, 
etc. (requires no erasing) 

Type memoranduBS 



4.0 

5.5 

5.5 



7.5 

7.5 

9.5 
9.5 

12.0 



12.0 



12.0 

14.0 



45 

42 

40 



35 

3C 

30 

26 

26 

24 

24 

21 

21 

21 

20 



o 
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PERCENTAGES OF DATA PROCESSING WORKERS OPERATING 
OFFICE MACHINES AND EQUIPMENT 



TIms 

Mentioned 



Group 1 • Tasks performed 80% or more 


Rank 


fPer Cent) 


retponoents 






Operate key punch 


1.0 


95 


Group * - Tasks i^rformed by # 3% to 60% of 
respondents 






Operate sorter 
(iterate Card Verifier 
Operate lO-key adding machine 
Cerate typewifiter* NOTE: 15% use manuals 

only; 22% use electrics cnly; 27% use both 
manuals and electrics 


2.0 

3.0 

4.0 

5.0 


74 

71 

70 

64 


Group 5 - Tasks ^rformed by 59% to 40% of 
respondents 






Operate burster machine 


6 0 


43 


Group 4 - Tasks performed by 39% to 20% of 
respondents 







Operate paper aitter 


7.0 


38 


Operate tabulating machine 


8.0 


54 


Operate copying machine (e.g. Xerox, 
thermofax, Osalid, etc.) 


10.0 


33 


Operate intercom 


10,0 


33 


Operate paper punch 


10.0 


33 


Cerate mailing meter (postage meter) 


12.0 


32 


Operate computer 


14.0 


27 


Cerate automatic collator 


14.0 


27 


Operate gang punch 


14.0 


27 



item did not specifically eppeer in questionnaire. The 64% figure 
represenCr a composite of three questionnaire items: ’’operate manual 

typewriter," 'cperate electric type%#riter (standard) ,** and "operate 
IBM Executive typewriter.** The original data seemed to indicate that 
the respondents did not differentiate between a standard electric and 
an IBM Executive typewriter. 



o 
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PERCENTAGES OF DATA PROCESSING WORKERS TAKING 
DICTATION AND TRANSCRIBING 



All tasks less than 20 percent. 



PERCEHTAGES OP DATA PROCESSIPI6 WORKERS PERFORMING 

MAILING TASKS 



Tises 

Mentioned 

Group X - Tesks yrforned by 80% or aore Renk {Per Cent) 

respondents 

None 



Group 2 - Tasks yrforaed by 79% to 60% of 
i^spondents 

None 



Group 3 - Tasks yrfomed by S9% to 40% of 
respondents 

Take nail to nail iroom or nail box 1.0 

Group 4 - Tasks yarfomed by S>9% to 20% of 
respondents 



Address letters, packages, etc. 2.0 
Seal envelopes (nanually) 3.0 
Stuff, bundle, sort, and/or label outgoing 

bulk nail 4.0 
Insert letters in envelopes 5.0 
Open nail 6.0 
Staoqp envelopes (nanually) 9.0 
Mark, attach, or enclose naterials for 

outgoing nail 9.0 
Wrap and tie packages 9.0 
Sort nail C^or different persons) 9.0 
Fold letters 9.G 



46 



36 

31 

30 

26 

25 

21 

21 

21 

21 

21 
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PERCENTAGES OF DATA PROCESSING NORKERS PERFORMING 

PILING TASKS 



Ti«es 

Mentioned 

Group 1 - Tasks lyrforaed by 80% or aore Rank (Per Cent) 

respondents 



None 



Group 2 - Tasks yrfomed by 79% to 60% oE 
respondents 

File materials by number 1*0 70 

Get materials from files 2.0 60 



Group 3 - Tasks ^rformed by S9% to 40% of 
respoiwfflts 



Sort materials for filing 


3.0 


59 


Seaxdi for lost materials 


4.0 


49 


Transfer records tc inactive files 


5.0 


44 



Group 4 - Tasks i^rformed by 39% to 20% of 
respon^nts 



Dispose of records 6,0 
Handle classified or confidential files 7.0 
Make folders and folder titles 8.0 
Keep card indexes of various kinds 9.S 
Revise files 0.5 
File materials by name of person 11.0 
File materials by date 12.0 
Assign file numbers X3.0 



35 

34 

31 

29 

29 

26 

21 

20 
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PERCEirrAiGES OF DATA PROCESSING WORKERS PERFORMING 
TE1LEPH0NIN6 AND COMMUNICATING TASKS 



Group l - T»sk$ perfcrgqd by 80% or pore 



IK$ yr 

respondents 



None 



TiMes 
Mentioned 
Renk (Per Cent) 



Group 2 - Tasks yrforaed by 791 to 60% of 
respondents 

Answer telephone 

Turn telephone calls over to another 
depi\rtnent 

Place telephone aeaoranda» nessages, etc., 
where enployer will see them 



1.0 

2.0 

3.0 



70 

65 

61 



Group 3 • Tasks yrforaed by 59% to 40% of 
^spondehts 

Place telephone calls (local) 

Give oral directions to other office 
wo^dcers 

Carry out written or oral orders or 
instructions of superiors 



4.5 

4.5 

6.0 



56 

56 

55 



Group 4 - Tasks yrformed by 39% to 20% of 
respondent 

Place telephone calls (long distance) 
Compose correspo^idence 
Compose written directions to other office 
workers 

Compose business reports of any kind 



7.5 

7.5 

9.5 
9.5 



26 

26 

25 

25 
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jPERCEOTAGES OF DATA PROCESSING WORKERS PERFORMING 

CLERXCAI. TASKS 



Menticmod 

Group 1 - T> 3 ks yrfomed by 80% or aore Ranfc CPer Cent) 

rospohoents 



None 



Group 2 - Tfks yrformed by 79% to 60% of 
respoiiaents 



None 



Group 3 - Tasks ly&rfomed by S9% to 40% of 
respon^nts "" 

Work with records of tine and tine cards 
Arrange papers or articlcis on your own and/or 
your enployer's desk 
Look up nanes and addresses 
Compare copy (one copy with another copy) 

Look over notes and nenos for the day 



Group 4 • Tasks yrfomed by 39% to 20% of 
responaents 



Change calendar daily '/-O 3S 

Make notes for next day's work 7.0 35 

Change dates on rubber stamps or time staip 

machine daily 7.0 3S 

Cut materials (scissors, paper cutter, 

etc.) 10.5 30 

Keep office manual or instruction book for 

employees 10.5 30 

Keep desks equipped with office supplies 

(sharpened pencils, ink in pens, etc.) 10.5 30 

Asseible and staple diq»licated materials 10.5 30 

Count items 13.C 25 

Order supplies of various kinds for the 
office (from suppliers or central 

supply department) 15.5 20 

Qieck on swmlies (for re-ordering 

purposes) 15.5 20 

Check tally sheets on various jobs 15.5 20 

Send out notices of any type 15.5 20 



1.0 50 

2.5 45 

2.5 45 

4.5 40 

4.5 40 
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PERCEKTA6ES OF DATA PROCESSING WORKERS 
SECURING DATA 



Group I - Tfkg yrforaed by 80% or more Biuik 

rosponotnts 

None 

Group 2 - Tesks yrformed by 791 to 60% of 
respondents 

Use telephone directory 1*0 



Group 3 - Tasks yrfomed by S9% to 40% of 
respondents 



Use U.S. Zip Code Directory 
Use office Manuals 
Use dictionary 
Use conpany nanuals 

Group 4 - Tasks perfomed by 39% to 20% of 


2.0 

3.0 

4.0 

5.0 


respondents 




Use city directory 


6.0 


Use technical nanuals 


7.0 


Use U.S. Postal Manual (postage rates. 




types of nail, etc.) 


8.0 



Tines 
Mentioned 
(Per Cent) 



79 



58 

56 

46 

41 



23 

21 

20 
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PERCENTAGES OF DATA PROCESSING WORKERS USING 

MATHEMATICS 



Group I - Tasks yrfoTued by 80% or mtm 
respowoents 

Use addition 
Use subtraction 
Use nultiplication 



Tiaies 
Mentioned 
Rank (Per Cent) 



1.5 90 

1.5 90 

3.0 «5 



Group 2 - Tasks yrforaed by 79% to 60% of 
respotioents 

Add long coluMis o£ figures 
Use division 
Use deeinals 



4.0 75 

5.0 6S 

6.0 65 



Group 3 - Tasks yr forned by 59% to 40% of 
respondents 

Use fractions 



7.0 41 



Group 4 - Tasks perforaed by 39% to 20% of 
respondents 

Coapute percentage probleits 
Convert fractions to deci»als 
Coapute sales tax 
Convert deciaals to fractions 



5.0 35 

9.0 31 

10.0 26 

11.0 21 
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PERCEHTAGES OF DATA PROCESSING NORKERS PERFORMING 
FINANCIAL AND RECORDKEEPING TASKS 



Tiascs 

Mentioned 

Group I - T»sks y^rforaed by 80% or mre Ride (Pfy Con^ 

rospbtioonts 

None 



Groi^ 2 - Ttk> y«r£org^ed ly 79% to 60% of 
respondents 

None 



Group 3 » Tasks yr£or«ed by S9% to 40% of 
responoents 

None 



Group 4 - Tasks i^rforaed by 39% to 20% of 
respondents 



Prepare any accounting data for transnittal 

to coaputer center 1.0 30 

Make journal entries (any type o£ Joumai) 2,0 25 

Send out invoices for paynent diie fon 

contract, etc.) d.O 20 

Check bills and/or invoices (verify 

entensiensy etc.) ^.0 20 

Keep books and/or ledgers for my purpose 4.0 20 



PEHCENTAGES OF DATA PROCESSING HORKERS PERFORNING 

EDITORIAL TASKS 



All tasks lass than 20 paicent. 



PERCENTAGES OF DATA PROCESSING WORKERS MEETING AND WORKING 

WITH PEOPLE 



Ti»es 

Mentioned 

Group 1 - Tesic i iwrforaed by 80% or «ore JESSJESSJi 

yesponoents 

None 



Group 2 - Ta sks yrforawd by 79% to 60% of 
respondents 

Decide on priority of work for self 
Plan work for one’s self 



Group 3 '* Tasks yrforwed by 59% to 40% of 
responitonts 

Give directions for work to be done (as a 

eooworker or si^rvlsor) 5,0 

Give inforMtion in response to verbal 
inquiries 

Direct people to prc^r office or department 6.0 

Plan work for others 

Instruct new eaployees (work procedures, 

Job orientation, etc.) 

Make recommendations for iiqirovements of 

office procedures, routines, etc. 9.0 

Hear coiqilaints in office and over telephone 9.0 
Decide on priority of work for others 9»0 



Groivp 4 - Tasks yrfo rmed by 39% to 20% of 
respondents 

Check up on unfinished work of other 
employees 

Make introductions 

Distribute work among other employees (in 
a supervisory capacity) 

Get rid of cranks, beggars, and other 
undesirables 

Confer with employer on policy, procedures, 
etc. 

Su^rvise other employees 

Coordinate with other personnel on various 
matters for eiqiloyer 

Meet callers 

Handle service calls on equipment 



11.5 

11.5 

13.5 

13.5 

16.0 

16.0 

16.0 

16.0 

19.0 



55 

50 

45 

45 

45 

40 

«0 

40 



35 

35 

30 

30 

25 

25 

25 

25 

20 
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PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING 

MISCEUAMEQUS TASKS 




COHOUSIOHS, mPLICATIOHS, MTO RECOMKESDAtlONS 



Cottclusloa* Md lapllcatioim 

The 599 office teeke hwe been cluetered within W nejor c«t«otle» 
of teeke-typewrltlng, office nechlnee and 
tianarrlbui. nalUng, filing, telepWng and 
aecurlng data, nathenatlca. financxel ««> 

■anting and working with people, an^ data repre- 

Cluatera of Taaka perfor«»d by office a^loyeea. 

annt the taaka perfomeu by a typical office worker, the Conpoalte 
Cluatera can be need aa a partial haala f-r a ,,,, 

achool bualneaa currlculwai, which la 

realm of office work and not aolely with the fitting of a g 
• tp«ci€lc. office Jobe 

Clusters of tesks b«ve »lmii«rly been prepared for each 
broad job categorlea: auparvlaory, •*«**“^*^~***““5'y, * 

bookkeiplng-accountlng. bualneaa machine <>Pf 

Theae data repreaent dutiea perfonaed by major ‘*^***=* ^ ^ ^ 

and abould prove uaeful to currlcultm fpeclallata concern^ 
apeclallxed high achool and poat-hlgh achool office educatlcn p g 

Analyala of the teak data auggeata that the acquiaition of 

nance akllla rapreaenta only a portion of the office 
It la hypothealred that teaching objectlvea. learning eaperlencea, and 
evaluation can profitably be organlaed within the framework of the 
cognitive, affective, and paycho«)tor dcmalna. 

It la felt that a rellabl- model for collecting 
teak InforiMtlon uaeful In curriculum 

The data-gatharlng Inatrument haa not only provided *,!jod-’ 

but alao may be uaed by othara In their ^ 

Ically revleod to take account of technological developmenta, 
continue to be uaeful to curriculum plannera throughout t e na 

The teak data that haa been collected la very 
tent element In the evaluation of prevent curricula “<> J" 
new curricula. It 1. rot lnt«wJed that ‘“a data ba uajd aa rt. ™ly 

criterion agalnat which to judge all ‘ 

prevent data le uaeful aa one element, along with other ^“P“*^*** 
advlaory panela and other local and national aourcea, in the evaluation 

and conatructioo of office education curriculuo. 
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RccoMBfindatloni 



To provide a more adequate base for providing up-to-date office 
education inatruction, it la reconended that: 

!• Cluatara of knouledgea* akilla» and capabilitiea aasociated ifith 
performance of major taaka be identified. Thia reaearcb ahould focua on 
input data of at leaat two varietiea: what the office worker aeaa hia 
job aa being and what the internal reaourcea and environmental conditiona 
of the Job are. 

2. An in-depth atudp of office work in "leading-edge** firma be made 
to aaccrtain emerging changea in office atructurea and functiona. 

3. An analyaia of the office education curriculum in today’a achoola 
be made and a compariaon made between the reaearcb findinga and current 
curriculum practicea. 

4. An inatructional objectivea-deriving model for office education 
be developed and that general and apeclfic atatementa of inatructional 
objectivea be derived from many different aourcea of input data* includ- 
ing Itema 1-3 above. 

5. Self-paced learning packagea be developed and field teated and 
that the deaign of theae Inatructional ayatema be baaed on the objectivea 
identified in Item 4 above. 
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Appendix A 

STATE OF WASHINGTON 
TOTAL EMPLOYEES— EACH INDUSTRY 
PERCENT OF OFFICE WORKERS IN EACH INDUSTRY 

1960 



4 ^ricttltuTe: 

Clerical A 

Total Kindred Percent 

H « 58,077 136 

F - 8.356 600 

66.433 736 - 1.1 


Retail Trade: 

Clerical A 

Total Kindred Percent 

M » 87,053 3,572 

F • 67.116 14.627 

154,169 18.199 « 11.8 


lOiiiiiS: 

Clerical A 

Total Kindred Percent 

M • 1,483 29 

F - 6^ 55. 

1.S5Z 84 - 5.41 


Finence, Xnaurance A Real Eatate: 

Clerical A 

Total Kindred Percent 

M - 22,144 2,873 

F « 20.658 15.477 

42,iH>2 18,350 - 42.87 


Conatniction: 

Clerical A 

Total Kindred Percent 

M - 64,563 1,000 

F - 2.908 2.202 

67.471 3.202 - 4.74 


Sereicea: 

Clerical A 

Total Kindred Percent 

K » 69,961 2,678 

F - 101.236 20.119 

171.197 22,797 - 13.3 


Memifacturint: 

Clerical A 

Total Kindred Percent 

M - 208,641 11,550 

F » 38.297 17.455 

246.938 29.005 - 11.74 


GoeemoMmt (Non-Education) : 

Clerical A 

Total Kindred Percent 

M « 36,901 9,142 

F • 15.824 11.864 

‘52,725 21,006 - 39.84 


Traneportation: 

Clerical A 

Total Kindred Percent 

M » 44,108 5,072 

F • 5.576 3.239 

49.684 8.431 - 16.96 


Education: 

Clerical A 

Total Kindred Percent 

M • 21,926 549 

F • 28.401 5.022 

50,327 5,571 - 11.07 


Conaamlcatloioui and Utilitiee: 

Clerical A 

Total Kindred Percent 

M » 18,939 1,504 

F - 8.565 7.558 

27,504 9,062 - 32.94 


Other (nec): 

Clerlcid 6 

Tod Xlndttd Percent 

M - 17,540 176 

P - 11.480 406 

29,020 582 » 2 
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WholMalt Tr«de: 



M 

f 



Total 

31.938 

iO.U9 

42,087 



XiQdttd 
2,692 
6.463 
9,155 • 



Parctttt 



21.75 



Soutca: 0. S. Dapartwmt of OoHnarca, Buraau of tba CaniM, g«,£ a. 
r^uM at PMoUtlo.; I960. Detmllaa W.rtiyton. 

p! s. Gwr«n.ittt Pricttng Offlc, WMhliist#*, 

D.C., X962, pp. 339-344. 



Apptodix B 



SUE OF EMPIOTER imiT 
(B7 SIC AMB SUB OF OFFICE) 



SIC 


1-4 


MadluM 

5-49 


tart* 

50r99 


X Larg* 

100-299 


EE Large 
300f 


AgricuXtur* 


1-364 


363-4,430 


4,551-9,000 


9,001-27,182 


27,1834- 


Mining 


1- 74 


75- 925 


926-1,830 


1,831- 5,527 


5,5284- 


Conntruction 


CO 

1 


86-1,639 


1,031-2,088 


2,089- 6,308 


6,3094- 


Hnnttfnctturlng 


1- 34 


35- 426 


427- 851 


852- 2,534 


2,5554- 


Cannunicationn 
and UtilitlM | 


!l- 12 


13- 152 


153- 302 


303- 910 


9U4- 


HholMtln Tra4n 


1- 18 


19- 230 


231- 459 


460- 1,378 


1,3794- 


Entail Ttada 


1 - 34 


35- 425 


426- 846 


847- 2,541 


2,542f 


Financa» Inauranea 
and Eaal Batata 


1- 9 


10- 118 


119- 232 


233- 699 


7004- 


Sarvica 


31 


32- 375 


376- 751 


752- 2,255 


2,256f 




Appftxidix C 



IMFLCTEE UNITS AND WORJOSSS EMFLOTED 
BY SIZE OF IIBM 

! 9 tF 3 /nCMENT DATA FOR SEFTEHBER^ 1965 



SIC 


Small 

1-4 


tMiUM 

5-49 


l«arse 

50-99 


X tacg* 

100-299 


XX urs* 
300f 


AgrlcttltiurB: 

Employer units 


S76 

3.342 


0 


0 


0 


0 


Klning: 

Employ sr units 
Imploysss 


185 

3.533 


2 

279 


0 


0 


0 


Constructions 

B^^loysr units 
Bsploysts 


5,645 

40.634 


65 

12,942 


0 


0 


0 


Hsnufseturing: 

Bsploytr units 
Esploysss 


3,769 

31.326 


837 

89,030 


50 

31,799 


10 

14,918 


6 

72,804 


Tcsnspottstlon: 
(Except E.R.) 

Enploysir units 
Employees 


1.971 

10.217 


191 

12,868 


7 

3,041 


V 

5 

5,160 


0 


Co— unicstions end 
Utilities: 

Employer units 
Employees 


311 

1.435 


134 

5,525 


12 

2,369 


6 

4,817 


1 

j 4,778 


Nholessle Trsdes 
Bsployer units 
Bsployees 


4,779 

22.961 


722 

32,060 


7 

2,186 


4 

2,489 


0 


Eetsil Trade: 

Employer units 
Employees 


17,060 

90,660 


549 

41,090 


8 

3,833 


6 

9,908 


1 

2,598 


Finance. Insurance 
and Real Estates 
Employer units 
Employees 


5,113 

12,495 


756 

19,562 


18 

2p453 


16 

5,794 


3 

3,852 


Services: 

Employer units 
Employees 


14,800 

55,928 


423 

27,570 


4 

1,964 


1 

2,190 


0 
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Appittidix D 



omtmmms m> iaiuoad wPLowiEiit 

state or wmsjmm 

SEPTSHBER* 1965 

ftd«r«X 55,200 

Statt Bducatlott 20,694 

Statt Hott-Ediicatioii 23,141 

l 4 »cal Educatlcm 51,000 

Local Honrldttcatlim (Couatiaa 4 Citiaa) 50,400 

Railroads 13,500 
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OrriCB VOBKEBS Dl STAXB OF UiSHIBGTO* 

BT nmsTmi. cLASsmcAnw amb sue of office 




164,263 99.92X 
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Pcretot; of quootloooAltot f.o Go^naMmt sod Educution 35«5X 



Appendix G 



STATS or IjASHXHGTOK 

AVEXACE NUMBER OF OFFICE WORKERS FEE EMttOTER UNIT 

SEFTENBER, IS65 



SIC 


Snail 

1-4 


Madlun 

5-49 


targe 

50-99 


X tai^e 
100-299 


XX targe 

300f 


A**" 


.07 


0 


0 


0 


0 


Minltig 


.45 


7.57 


0 


0 


0 


CoQStinictioQ 


.34 


9.40 


0 


0 


0 


lUUIUZACCttirlQg 


.60 


12.50 


75 


175 


1,425 


TtaiwportAtioii 
(«xc«pt RR) 


.88 


11.43 


74 


175 


0 


Coaaimlaiticms A UtllltiMi 


1.50 


13.60 


65 


264 


1,576 


Uholexftlft Trade 


.96 


9.66 


68 


135 


0 


RtealX Trade 


.62 


8.80 


57 


195 


307 


Finaiica» Iiiauraiice» aiid 
Real Satatft 


1.04 


11.09 


58 


155 


551 


Sarvicaa 


.50 


8.60 


65 


291 


0 


State lloii*£ducatloii 


2.24 


17.93 


92 


248 


1,257 


State Education 


1.00 


11.80 


0 


136 


893 



177 



Appendix H 



NUMBER or EMPLOYER OHITS SELECTED 
ON k RANDOM BASIS 
(GOMPUTIR SBLECnOH) 



SIC 


s«iix[ 

l <-4 { 


Jniidixm 

5-49 


Large 

50-99 


I Large 

1017*299 


XX Large 
300f 


Total 


Agrieultttvx 


1 


0 


0 


0 


0 


1 


Miaing 


1 


0 


0 


0 


0 


1 


COIIStEUCtlOfI 


8 


2 


0 


0 


0 


10 


Mfttiufacturiiiti 


19 


20 


3 


1 


6 


49 


Tjcaaspoirtatloa 
(except HR) 


8 


5 


1 


1 


0 


15 


CowMintcxtionx & 
Dtllltlet 


2 1 


3 


1 


1 


1 


8 


WhoXeMle Ttcde 


24 


17 


1 


1 


0 


43 


Retell Trade 


52 


12 


X 


1 


1 


67 


rioatice, laeuraace and 
Real Eatate 


26 


20 


1 


2 


3 


52 


Servlcea 


37 


1 ^ 


1 


1 


0 


48 


TOTAL 


178 


1 88 


9 


8 


11 


{ 29A 
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APPENDIX H (Contlnuitd) 




i^ipendix I 



OFFICE OCOIFATIONS SURVEY INSTRUMENT 

You cm help our schools giv« your sons and daughters the kinds 
of education they need to earn good incones. 

Many changes are taking place in the kinds of work pe<q;>le do. 
Schools need up-to*date facts about exactly tdiat kinds of work are 
being done. Those facts will help schools provide useful training. 

You have been selected to help with a nation-wide study to show 
what actual kinds of work people in office ocoq[»ations perform. 

The infomation will be STRICTLY CONFIDENTIAL. 

Your cooperation is predated and will help your schools prepare 
young people to earn better incones and be nore productive employees. 

After you have conpleted the attadied questionnaire, return it 
promptly in the enclosed self-addressed envelope. No postage is 
necessary. 



This project is sponsored by: 

Washington State University 
University of Idaho 

Washington State Board for Vocational Education 
Idaho State Board for Vocational Education 
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The Following Generml Inlbnation Would 
Be Vezy Useful in This Study 



In c^uestions 1-4, please fill in the blank with the necessary infornation, 

1. NaM — 



2. Present Job Title 



3. Nane of Eaploying Firn 



4^ Address of Eagiloying Fim^ 



Street Nbaber 



TIty 



State 



Zip Code 



S. Where did you receive your specialised occt^ational training? 
(Check (/) all, answers that apply to you.) 



1 . 

" 2 . 

“3. 

“4. 

*5. 

15. 

"7. 



On the J6b (not apprentice) 

Apprentice 

Military 

Business School 

Trade or Technical School 

Correspondence 

Specialized school (for 

exai^le: IBM Key Punch 

School, Heavy Equipment 

School) 



8e 

“9. 

"io. 

'll. 

” 12 . 



13. 



Hi^ School 
Junior College 
College or University 
Self-tau^t 
Extension or evening 
school 

Other (please list) 



In questions 6-10, please circle the one answer whidi applies. 
6. What was the highest grade of sdiool you coiqileted? 



2 . 



7. Sex: 



8 or 


less 


6. 


13 


9 




7. 


14 


10 




8. 


IS 


11 




9, 


16 or nore 


12 










1. Male 


2. Fenale 




: 1. 


14-19 2. 


20-30 3. 


31-44 4. 




9. How nany tines have you changed occupations in the past 5 years? 
(For exaiplo: waitress to retail sales to office work « 2 changes) 



1. 0 tines 

2. 1-2 tines 

3. 3 or nore tines 
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HgyiM 



liin^ 



10* How muiy yetrs have you been in your present occupation? (i.e.» 
office ocoqMitions.) 

1. Less than I year 

2. 1-5 years 

5. More than 5 years 

U. Ihnber of office workers, including office si^rvisors, in your 
office C^iepartaent)? 

1 > 1-4 

2. 5-49 
"3 . 5<H 

12. If your eeployer’s business has two or note departaents, please 
check the approxiaate niBi>er of office workers in your gapaw. 
(Restrict estiaate to your city if your e^>loyer has offices in 
aany localities.) 

1. 1-4 

2. 5-49 
S04 

13. Place a check (V) 1>efore the ONE area that was your aain ei^hasis 
of study in hi^ school: 

1. College preparatory 

2 . Business e<hication - Secretarial 

3. Business education - Bookkeeping 

4 . Business education - Clerical (no shorthand) 

5 . Oistributive education or retailing 

6 . None of the above 

14. Check (»0 the ONE category below that aost accurately describes 
your aajor duties. Listed under each are exaaples of job classi- 
fications. 

1. OFFICE MANAGER OR SUPERVISOR 

2. SECRETARIAL-STENOGRAPHY 

a. Executive Secretary 

b. Secretary 

c. Stenognq[»her 

d. Clerk-Stenographer 

e. Transcribing nachine operator 
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CLE tICAL 
ftc Typist 

Clerk-tyipist 
Fiie cissic 

d. Reoiptionist 

e. Stock clerk 

£. Msil preparing-handiing clerk 

BOOK105EPING OR ACCOUNTING 

a. Accounts Receivable Clerk 

b. Accounts Payable Clerk 

c. Posting; clerk 

d. Payroll clerk 

e. Bookkeeper 

BUSINESS MACHINE OPERATOR 

a. Calculating or adding nachine operator 

b. Dimlicaiting nachine operator 

c. Bookkeeping or billing iwchine operator 

d. Teletype or switchboard (PBX) operator 

ELECTRONIC COMPUTER OPERATING PERSONNEL 

a. Keypunch machine operator 

b. Tabulating or console operator 
c» Progi.*aimMr 

d! Peripheral equipisent operator 
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INSTSUCTIONS 






On the following pf»g«s is a list of office tasks (activities). 

Read each task listed. 

Xf you have 

during the last 
check (/) the ' 
iten. Note ; 
firas. 




appears 

00 not include tasks perforaed for any previous 



If you have not perfomed the task in the last two (2) yo*ts 
while working #or your present fim* check the blank under 
’•NO** to the left of the Item. 

DO NOnr CHECK ••YES** UNLESS YOU HAVE ACTUALLY PERFORMED THIS OFFICE 
TASK IN THE LAST TWO (2) YEARS WHILE WORKING FOR YOUR PRESENT 
FIRM, Even if perforaed only once or twice. 

MAKE CERTAIN THAT YOU CHECK EACH ITEM EITHER •*YES*» OR •*N»).*» 



An exaaple «ay be helpful to you: 

YES NO 

/ Type letters (A check of **yes** indicates ytm have 

JS2 t ^ oco^atiott 

in the last two (2) years while working 

for your present fim.) 

/ Drive a truck (A check of ••no'* indicates that you have 
not driven a truck as part of your occu- 
pation in the last two (2) years, even 
though you may be able to do it.) 

/ Operate Stencil Duplicator (A cU :K of '*yes** indicates 

that you Have operated the stencil dupli- 
cating aachine on your job in the last 
two (2) years even thou|^ you have 
operated it only once or twice.) 
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li you have perfomed theee office tasks in your 
occupation in the last two (2) years while ^ 

for your present flrut check (/) YES; otherwise, check (»0 HO. 



TYPEWRITING; 



YES no 


Type business letters 

addresses on envelopes and/or cards 
Type iieeoriTMkiT 

Type fill-ins on dt9lic4ited letters or bulletins (fora 
lett?rs» etc.) 

■••ype carbon copies 

iy^ aanuscripts and/or reports 

iy^ final copy froa rough-draft copy 

Type and/or rule tabular aaterial (tafc'les# coluwis, rows 

of figures) 

Type copy from unarranged copy 
Proofread typewritten copy 
Erase carbon copies 
Erase original coj^'ies 

Md(« correctims vith Tip OK, Ko-»ctype, etc. (require* 
no erasing) 

Type financial stateients: 
budgets 

Balance Sheets 
Profit g lioss Stateaents 
Bank Reconciliations 
Other: (Please list) 




Type lesal papers and docuaents; 
"^cknowledgaents 
Powers of attorney 
Proxies 
Affidavits 
Sales Contracts 
Leases 
Agreeaents 
Deeds 
Mortgages 

Incorporation papers 
Real estate papers 
Wills and prdbite papers 
Litigation papers 
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TYPCKjllTIHG co»tiniiea 



YES NO 



Zfiiuranc# foms 
Insurtnce poUci«s 
Oth«r: (El«a$e list) 



Typs in^oMtioii on coirdnumii roll tap# (guMisd back 
or iolf-toaling back) 
typo labtls individually 
Typo postal cards 

Typo cards (indor cards, filo cards, **addrass findor*' 

cards, ate*) 

lypo in outlino iwm 

ty^ display or docorative type copy 

Type aiiMites or reports of aeetings 

Use proofreading synbols 

Coapose copy at the typewriter 

Take dictation at the typewriter (Type dictation as 

eeployer dictates) 

Type and correct spirit masters (e g*. Ditto Masters, etc.) 
lyiMj and correct stencils (Mimeognph process) 

T^ and correct offset masters (mats or multilith) 

Prepare ruled business forms 

Type copy where all lines end even on the right margin 
(justifying) 



Type on printed business forms; 

TelegTM 

Payroll time sheets 
Tax returns 
W-2 tax forms 
Bills of sale 
Checks 

Credit memorandums 
Invoices 

Monthly statements 
News releases 
Personnel forms 
Promissory notes 
Purchase orders 
Purchase requisitions 
Vouchers 
Quotations 

Sales quotas and gz^hs 
Credit inquiries 
Shipping orders 
Receipts 
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TYPEimmriG amtlniMNl 



YES NO 



Other printed business foras C^letse list): 



Select or eriiler pro^ typewriting and carbon paper 

Select or order other typewritint supplies and equipment 
_ (eraserst ribbons, etc,) 

In the space beloe, list other typewriting tasks or duties perfomed 
in your occupation: 



OPERATIHG OFFICE MACHINES Sm EQmPMEKT ; 
YES NO 



Typewriters: 

Manual 

Electric (standard) 

Electric (IBM Executive) 

Billing 

Vari-typer 

AutoMtic (Autotypist, Robotype, IBM Magnetic tape 
■achine, etc*) 

Justowxiter 

Teletype 

Plexowritcr 

Electronic Data Processing Equipment : 

Key punch 
Sorter 

Tabulating Machine 
Gang pundi 
Card Verifier 
Scanner 
Coeputer 
Accounting 

Adding an d Calculating Machines : 

10-xey adding 

10*key printing calculator 

fUll^bank adding 

calculator (Monroe, Merchant, etc.) 

Key-driven (e.g*, Conptoueter) 
bookkeeping machine 
electronic calculator 
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nPEBATIMG OFFICE WOUNES AW) EQUHWHT contlliuwl 



YES NO 



Duplicating KtchlKe i; 

SfRcmtm Ditto) 

Sttpcil di^llcatw (#.f. •inwgraphi 

Offset d^>licator (a*g. wiltilith) 

niiadnatad dx^aiifing board (o.g* ^ . 

“***’ Co|^ng nachina (a«g« Xarox» Thor*ofax» Osalid* ate*) 

•“ Facsinila nachina (a.g. Daskfaa) 

Photograpliic casaara 
Mierofila Raprodocar 



Miscallanaous: 

dparata Mtorizad filing aquipaiant 

— (^rata aicrofil* racordar 

— (^rata al.crofila roadar 

— o^rata aiiitchboard (PBX) 

errata pdblic-addrass systaa 
pparata intarcoa 

-r— _ burstar aadiina 

■“ Oj^mf autoaatic collator 

^arata da-collator 

— Oparata alactric staplar 

errata folding aadiina 
“* errata inaartar (stuffing aachine) 

“* Oparata aailing aatar (postaga aatar) 

O^rata aailing saalar 
“*** C^arata addrassograi^ 

errata autoaiatic lattar opanar 
O^rata binding a^ina 

^ uparaca eying Machine 

Oparata Carlox aachina 

Oparata papar cuttar 
errata papar pundi 
f^rata pi^r shraddar 

O^rata aabossing siachina (Graphotypa) 

Oparata laainating aadiina 

Oparata diack writar protac* or 

O^ata chack signing aadiina . ^ ^ ^ 

Oparata transcribing aadiina (IBM Exacutary* Dictaphona, ate*) 

Oparata dictating aadiina 

Oparata fila, filastrip, or slida projactor 

Oparata tapa recorder 

Oparata ovaxhaad projector 
Oparata cash ragistar 

Oparata changa-aaking aadiina 

Oparata nuobaring aachina 
Oparata elevator (not salf-sarvica) 



OPEKATUC OFFICE MACHIMES AMD EOMIPHarT continued 

yr^ NO 

Do you tervioe office nndiines end e<{uijiMnt (ninor lepeiring}? 
Other M^lM* used: (please list) 



In the space belou, list other nachlne and e(iulpa»nt operation tasks you 
have perfomed but that are not listed above: 



TAKING DICTATIOW AND THANSCIUBING; 



YES NO 



Write shorthand fron one dictator (Gregc. PitiMn, Fortner, etc.) 
Write shorthand fro* two or noro dictators (but only one at 



Ixit# fYoiip proc#0diiig$ aiid/cMr con£#twiC0i in ihorthnnd 
rnniCTibe (typ#) ivm shorthtinl cutllnn* 
r«ke dictation ovor tho toloj^wme 
dporatt fliorthand nachino (a.g., Stonograph) 

itanaariba (typa) itm shorthand nachino tapa (a.ge, Stanogr^j 
rranscriba (typa) frm racordad nadia— bait, disc, ate. 

(a.f . I »4 Bxacutary, Stanoratta, Dict^ona, ate.) 



Do you typa fro* shorthand outlinas or racordad aadia wny businass p^r, 
fon, or docunant not iistad on tha **Typaiiriting** task shaatf If so, 
plaasa list baloa; 




MAILING TASKS: 



YES NO 



Pick up nail (laava dask to obtain) 

Sort nail (for different parsons) 

Opan nail 

Stanp inconing nail (as to data, tine, ate.) 

Log inconing nail (in ragular book) 

Read inconing nail 

Maka notas on inconing nail which suparior should saa 



o 
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M/gUNG TASKS continued 












YES NO 



Attsdi pertinent correipondence to intoning neil tor 
superior* to refresh his nenory 
neii fin priority order) 

Forward or distribute nail 

Sign fbr Registered Mail 

Read outgoing nail to dieck up on Infeiuation, 

Mark, attadi, or enclose uaterials for outgoing uail 
Sign boss's uail (his signature) 

Address letters, packages, etc. 

Fold letters 

Insert letters in envelopes 
Seal envelopes (namially) 

Stanp envelopes (nanually) 

Ca!^lste postal rates (parcel post, bulk, 1st class 

Use fmnking-pendt privileges (ritfit to send free nail) 

Takt anil to unll too« oi* Mil 

T«k« uail to post offico 

Have uall raglstorod or cortifiod 

Hava sail insurad 

Purdiasa postaga 

Kaap postaga uatar racord 

Traca uall 

Racall aail froa post offica 
Maka up sailing list 
Distrilnita nailing list 

Qiack nailing list a 

Obtain nailing natarial £ron post offica (cartitiaa a 
ragistarad nail stickars* rata shaats, ate.) 

Ravisa nailing list 

Stuff* tnmdla* sort* and/or labal outgoing haU nail 



In ti>a spaca baloa, list othar nailing tasks parfdmad but not listad nbava: 



FILING: 
YES NO 



Sort natarials for filing 
Fila natarials by mnbar 
Fila natarials by nana of parson 
Fila natarials by topic or subjact 



o 
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FIUNG cantinued 



Y£$ NO 



Pil# ssteriftls by city, state, or region 
File materials by date 

File aateriala ^ sound (Soundex, etc.) 

Get naterials fron files 

Check out naterials iron files to enployeos 

_ _ tickler or £olloif-iq> files of various kinds 

Handle cross references 
“*** Keep card indexes of various kinds 
Follow up released naterials 
Seardi for lost naterials 

Handle classified or confidential files 

_ Revise files 

Transfer records to inactive files 
__ Dispose of rec^ords 

Select and/or order filing equipment and supplies 

Install filing system 
‘ Control and manage filing system 

Assign file mmlK>rs 

_ _ Nake folders and folder titles for files (labels) 

_ nicroftlning equipment 

__ Use notorized filing equipment 
• — fsagnetlc filing equipment 

Koep clipping file (newspapers, magazine articles, etc.) 
^ Keep clipping books (of any type) 

If you perform additional filing or filing-related tasks, please list 
those tasks in the space below: 



TELEPHONING AND C0WUWICAT1N6 : 
YES NO 



Place telephone calls (local) 

Place telephone calls (long distance) 

Maintain record of long distance calls 
Answer telephone 

' Turn telephone calls over to another department 
Screen employer’s calls 

Place telephone memoranda, messages, etc., where employer 
will see them 

Arrange for and/or cancel newspaper or magazine advertising 

Send telegrams and/or cablegrams 
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TPiBPHfiMTWg AND COMJNICATIKG continued 



YES NO 



Receive telegrams and/or cablegnaas 

Code telegrams and/or c^legrams 

De-code telegrams and/or cablegrams 

Figure cc«t of telegrams, long distance calls, night 

and day letters^ etc. , . ^ 

Decide on least expensive and/or most desirable way to 
coMmicate (telegram, long distance call, etc.) 
Compose business reports o£ any kind 
Coapose legal papers 
Coipose correspondence 

Compose wx itten directions to other office workers 
Coopose news items or magazine articles (newspapers, 
trade publications, house organs, etc.) 

Give oral directions to other office workers 
Give dictation to other office workers 
Give oral presentations (reports, speeches, etc.j 
Conduct meetings 

Prepare audio-visual materials (transparencies, tape 

recordings, etc.) . ^ 

Carry out written or oral orders or instructions or 

superiors 



in the snnee below, list other telephone or coMwricstion tasks you 
perform but that are not listed on the preceding list. 




CLERICAL TASKS; 



YES NO 



Get quotations on supplies 

Order supplies or venous kinds for the office (from 
suppliers or central siqiply department) 

Check on supplies (for re-ordering purposes) 

Make out requisitions 

Approve requisitions made out by others 

Inspect material received for completeness, damages, etc 

Distribute supplies 



CLERICAL YASKS continued 



YES NO 



Route shipments of natcrials (within offr.ce, between depart- 

nentSf etc») _ . « » _ 

Arrange p^rs or articles on your own (ind/or your eopioyer s 

desk - 

Keep desks equipped with office suppli ^s (shairpened 

pencils, ink in pens, etc.) . ^ 

Dust eiq[>loyer*s desk iuid keep eopioyer s desk neat 

Make out day's schedule for employer 

Keep calendar marked with appointments for employer at 

his desk 

Place daily newspapers, magazines, etc., on eni^loyer s desK 
Scan newspapers j magazines, trade ror employer 

marking iteii» of interest to him ^ 

Anticipate needs of employer as ti records, papers, etc., 
needed on trips, for interviews, etc. 

Make out itinerary or schedule f jr enployer s trips 
Obtain trip reservations and/or tickets for employer 
Make hotel reservations for employer 
Obtain infonmition and papers :'or foreign travel tor 

employer 

Apply for passports or visas for enqjloyer 
Make preparations for meetings 

Maintain incoming and outgoing correspondence register 
Check money orders, checks, etc., as to amounts, dates, 
signatures 

Make arrangements for freight, express, etc. 

Make out shipping instnicticms (outgoing shipments! 

Check tally sheets on various jobs 

Keep daily attendance of employees 

Make out accident reports for self or other workers 

Work with records of time iind time cards 

Keep office manual or instiruction book for employees 

Send out notices of any type 

Post notices 

Act as notary public ^ 

Renew newspiper and magazine subscriptions 
Compare copy (one copy with ««other copy) 

Review unfinished business file 

Check up on observance of various laws (in connection 
wiitH work) 

Secure government permits of various kinds (buildings, 

tiftX OtCe) 

Protect valuable and confidential materials 
Do work involving customs, tariff regulations, etc. 

Take inventory 
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CLFAICAL TASKS continued 



imS NO 

Revise stock list 
Revise catalogs 
Weigh iteas 
Count iteiis 
Make change 

Gftiier data ^o fill out questionnaires 

Check personnel of conaittees (names, addresses, etc.) 

Look up names and addresses 
Compile periodic reports 
Assedhle and staple di^licatcd materials 
' — Get information from various departments needed for 
correspondence 

Keep records on suq;>s or charts (sales records, etc.j 
“““ Keep reewd of territory assigned salesmen 
“ Prepare agenda for meetings 
Have legal piq>ers recorded 

Prepart signs, posters, or other graphic materials 
Cut materials (scissors, paper cutter, etc.) 

ChJinge dates on rubber stamps or time stamp machine daily 

Change calendar daily 

Look wer notes and memos for the day 
““ Record daily shipminits 

_ Make notes for next day's work 

i >pace beloif, list other clerical tasks performed but not listec’ 
above: 



SECURING DATA; 

YES NO 

Use dictionary 

secretarial handbook 

Use telephone directory 

Use hotel reference books 
*“ Use U.S. Zip Code Directory 

” Manual (postage rates, types of mail, etc.) 

Use synonym books, thesaurus 

Use city directory 

^ Use Reader’s *^uide to Periodical Literature 

Use company manuals 
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SEOmiNG DATA continued 



YES NO 



Use offic e nenuais 

Ihsfi technicel inanuals 

Use ti»etiblef (R«R«» airlines, etc* *) 

Use encyclopedia 

Use alK'nac 

Use atlas 

Use library card indexes 
Use newspapers 
Use magazines 

Use other reference books or manuals 
Use m^»s 



In the space below, 
not listed dbove: 



list other sources used in securing data th^^t are 



MA T.1EHAT1CS ; 
YES NO 



Use fandamental processes of arithmetic: 

_ — — addition 

_ subtraction 

_ multiplication 

_ division 

^ ^*^”8 columns of figures 
“* „ W*® fractions 

’ Use decimals 

* Convert fractions to decimals 

Convert decdmals to fractions ^ ^ ^ 

^ Cosq;>ute insurance premiums (life, medical, retirement, etc*) 
Coi^te property «nd/or incotae taxes 
“i _ Compute percentage problems 
_ Colgate dividends 
““ Cospute interest charges 

’ ^ Coipute trade and cash discount 

~ Compute amount and percent of markup or loss 
Conpite sales tax 
Convert figures to metiic system 
Compute foreign aonios figures 
ZH _ reciprocals 

In the space below, ’ 1st other mathematical tasks you perform that are 
not listed above? 



FINANCIAL ^«WP RECORDKEEPING TASKS: 



YES NO 



Make Journal entries (any type of Journal) 

Make ‘'General Journal** entries 
Make "Combined Journal** entries 

Make entries in special Journals (Cash Receipts, Sales, 

Cash Payments, Purchases, etc.) 

Post (transfer) entries from Journals to a ledger 

(groinp of accounts) . 

Make entries only In Joumal(s) if business uses only 

journal^)— does not use any accounts as such 

Make entries directly to accounts if business does not 

use Journals 

Mark with subsidiary ledger (accounts receivable, 

accounts payable, etc.) ^ 

Ose ledger accounts with "balance** column (bal«>ce font) 

Actual bookkeeping or *<=c g™*^"g . 

■Mtth oFtiscal peri^T i)o not che^ »res" it yow only 
task is to gatiier dlata for the statenents, etc., or if 
you only type them. 

Prepare a Trial Balance at end of month or fiSvSl 
period (prove equality in leoger} 

Prepare Worksheet 

Prepare Profit and Loss St-atement (Income Statement) 

Prepare Balance Sheet 

Prepare Capital Statement 

Determine current ratio 

Determine acid-test ratio 

Determine any other ratios 

Prepare adjusting entries 

Prepare closing entries 

Prepare Post-Closing Trial Balance 

Prepare reversing entries 

Rule ledger accounts 

Rule journals 

Close ledger accounts 

Record time deck data on payroll forms 

CoBpute payrolls for eag?loyees 

Calculate deductions (Income Tax, FICA, Insurance, etc.) 
Maintain inillvidual employee's earnings records 
Maintain payroll register (all employees listed) 

Write checks for payroll 

Make out withholding tax statements at end of year 
(W-2 forms) 
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FINANCIAL AND RECORDKEEPING TASKS contin*ted 



YES NO 



Keep records for state or Federal GovemaMmt pertiiinini to: 

TVti l!m 

FUTA Tex (Federal Une«ploy»ent tax) 

FICA Tax (Social Security) 

Incone taxes 

State Uneaployaent iaxes 
State Industrial Insurance 
Sales lax 

Make out reports for state and/or Federal Govemuent 
pertaining to taxes aentioned above 
Woric in connection uith other state or federal taxes, 
licenses, peraits, reports, etc. 

Maintain file of N-4 foras 

Keep records of sales exeapt froa tax 

Keep books which supply data for ineoae tax for coapiny, 

trust, etc. 

Prepare ineoae tax return for con^any, trust, etc. 
Systeaatize and record iteas deductible froa ineoae tax 
Hake lists of eaployees for ineoae tax purposes 
(salaries, etc.) 

Work with city and/or county tax stateaents 
Keep records pertaining to e^>loyees belonging to union 
Fecord stock count information in proper book 
(aerchandise control) 

Record inventory records in proper forms 
Figure inventory (value) 

Ciapute depreciation 

Establish depreciation schedules for equipment 
Work with accruals 

Keep wage and sales comparison records 
Xei>p wage and cost coeparisons 
As! eable and/or interpret cost data 
Sell various goods or sf^rvices 

Take orders for various goods or services (in person 
or by phone) 

Maintain price lists and make necessary changes 

Post data on daily sales sheets by department or ei^loyee 

Record cash register tapes 

Record daily sales in unit control forms 

Total weekly or monthly sales 

Prepare salesmen's commission statements 

Prepare vouchers for traveling expenses 

Keep sales performance records 

Make out monthly stateaents (for services rendered, 

goods, sold, etc.) 
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FINANCIM. Km KECOBaKEEPlMG TASKS continued 



YES NO 



Fij^re extensions 

Decide chtrges on work done 

Keep record of interest-due detes 

Send out invoices for payaent due (on contract » etc.) 

Send out credit »e»os for goods returned, etc. 

Mtke decisions on discounts aliowable 

Figure discount and oaturity dates 

Look up or check on financial ratings of custowers or 

esnaloyees ^ . u, % 

Handle collection of outstanding debts (accounts receivable) 

Age the accounts receivable 
Keep track of had debts 

Make ii» weekly statencnt of overdrawn bank accounts 
Pri^are key-punched custouer credit record of charges and 
paynents for transmittal to computer center , 

Prepare cash register stock control tapes for transmittal 

to computer center . , * 

Prepare any other accounting data for transmittal to 

computer center 

Write checks (for any purpose as a part of your job) 

Sign checks 
Endorse checks 
Countersign checks 

Give checks to employer for signature 
Take care of checkbook and stubs 
Take care of bankbook 

Deposit checks and/or cash in bank or cashier's office 

Reconcile bank statement 

Cash checks 

Write receipts 

Prove cash daily 

Keep cash account 

Keep petty cash account 

Make petty cash payments 

Collect notes 

Responsible for notes, renewals, drafts, etc. 

Count money to verify cash register returns 

Arrange with bank for funds to be wired or cabled 

Purchase foreign exchange 

Get letters of credit from banks 

Purchase traveler's checks for ei^iloyer 

Compile statistical data 

Chart data 

Make financial grj^hs 

Interpret financial figures into a simpler statement 
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FINANCIAL AND RECORDKEEPING TASKS continued 



YES NO 



Use voucher register 
Use check register 
Use insurtnce register 

Make \xp budgets . \ 

Check bills and/or invoices (verify extensions, etc.) 

OK bills of any kind 

Keep current files of invoices and purchase orders 
Pr^are bids (for contract) 

Make contract for sillies, services, etc.) 

Keep books and/or ledgers for any purpose 
Act as cashier or teller 
Prepare sales slips 

Prepare personal inco«! tax return (fcr your eiaployer) 
Make list of personal stocks, notes, collateral, etc.. 



(e»loyer*s) . , ^ 

Take care of e»iployer*s personal insurance (car, life, etc.) 

Make out household and/or personal checks for e^iloyer 

ICee|» lists of eiPployer’s personal property up to date 

Obtain credit cards for employer 

Keep list of credit card numbers 

Apply for gn up insurance (as an employee) 

Make lists of contents of office safe and/or safe deposit 

box and keep it up to date 

Check and eail stock certificates 

.Arrange for payment of dividends 

Nork on quarterly or annual dividends 

Make dividend lists 

Issue dividend checks 

Make list of securities (for business) 

Keep file of maturity dates of securities 
Seoire quotations from brokers 
at«>cks 

figure premiums (insurance, etc.) 

Arrange for insurance policies 
OK monthly group insurance bills 



figure insurance rates 



In the space below, list other financial and recordkeeping tasks you 
perform but that were not listed previously: 



EDITORIAL TASKS: 



YES NO 



Nike errangeaents for centrailized dapartaent to duplicate 
Materials 

*“ Nike arrangenents for centralized departaent to bind 

Materials 

Make arrangeaents for centralized departaent to print 
Materials 

Prepare Material for printer or publisher 
~ Check printer’s ’’proof copy** 

Edit Manascripts 

Edit reports, bulletins, etc. 

Conpile one report froa nuaerous saall ones 
Arrange for printed prograM.*^ 

Translate letters, articles, etc., from foreign languages 
into English 

Translate letters, articles, etc., from English into 
foreign language 

Punctuate articles, manuscripts, etc. 

Edit letters dictated by employer 

Prepare paaphlets and catalogs 

_ Give news, information, etc., to reporters 
Suaaarize articles, reports, lectures, etc. 

Get inforaatxon from library 
CoMoile bibliofirraphies 

Edit Magazine or p^per (house organ, trade magazine, etc.) 
__ Prepare posters for advertising 

Read legal rulings, current topics, books, etc. 

"" Gather data for reports 

Clip and collect magazine articles, newsp^rs, etc.^ of 
interest 

Take care of publicity iteas 

Keep scrap books of various iteas for newspapers or 
magazines 

Write advertisements of various kinds (circular letters, 
bulletins, newsp^r advertising, etc.) 

Vtit0 copy iuT newspapers. Magazines, etc. 

Help plan advertising caa^aigns 
__ Gather news for various papers, magazines, etc. 



In the space below, list other editorial tasks you perform that are not 
listed above: 





*15 could not be located or vert no longer In bueineea 
15 declined 

21 {mr£or«ed ”no office fvactlona" 
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Appendix H 



CHI-SQUARE TEST TO TEST SXGKIFXCANCE OF DIFFERENCES 
IN TASKS PERFORHED BT OFFICE mWfESS IN VARIOUS 
INDUS^IRIAL CLASSIFICATIONS (SIC>* 

r k (Oy - BiP* 

X2 - I E 

1-1 1-1 hi 

Nhere: O 44 "> Observed umber of cases In 1 th rov, j th coimn 
"■ Expected nunber of cases in 1 th rowy j th coluen 

iz Oij) (E O^J) 

Where: ■ l 1 

£ Z Oij 
i i 

If < 18.31 there Is no significant difference (N.S.) (*05) 

If X* i 18.31 there is a sig^icant difference at the .05 level 



CBI-SQUARE TABLE FOR A GIVEN TASK 
(ONE OF 600> 





1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 




Yes 


81 


15 


19 


30 


28 


60 


40 


26 


26 


74 


56 


455 


No 


21 


8 


5 


14 


18 


17 


16 


18 


11 


30 


35 


193 


Total 102 


23 


24 


44 


46 


77 


56 


44 


37 


104 


91 


648 




Chi-Square • 


15.4772 with 10 


Degrees of 


Freedom 


15.48 <18.31 


so N 



SIC Code: 



1. Manufacturing 6 . 

2* Transportation 7. 

(including Railroads) 8 . 

3. CossHinications & Utilities 9. 

4. Wholesale Trade 10. 

5. Retail Trade 11. 



Finance. Insurance 8 Real Estate 
Services 

State Ndn-Education 
State & Local Education 
Federal 

Local NottrEdueatiott 



* Siegel. Sidney. NONPARAMEIRIC STATISTICS FOR THE BEHAVIORAL SCIENCES. 
McGraw-Hill Book Company. New York. 1956. pp. 175-179. 
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Appendix N 



CHZ-SQUARE TEST TO TEST SIGNIFICANCE OF DIFFERENCES 
IN TASKS FERFOBMED BT OFFICE EMPLOYEES IN 
SMALL AND LARGE OFFICES* 



Snail Large 

t 2 ■ (*HHC-H» (iU)-BC)^ Tea A B 

(A4S)(AK!}(C'M»(B40) No C D 



A»B»C» and D are frequesu;iee 

When expected cell frequency waa 5 or leaa» Tatee correction for 
continuity vaa applied.** 



(AWC4D) gAD->BCl-N/2)^ 



If < 3.84 ttiere la no significant difference (N.S.)(.05) 

If A 3.84 there la a significant difference at the .05 levtil 

CHI-Square for a given task 
(One of 600) 

Snail Large Snail • *'5nall" else of office in 

Yea 96 87 aanple 

No 26 36 

122 123 Large "• "Large,** **X Large," 6 "XX Large" 

aiaea of offices in aanple 

CRI-S(8IARS • 2.0515 with 1 Degree of Freedon 
2.05 < 3.84 so N.S. 



*Ferguson, p. 204 

** Ferguson, p. 207 
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Appendix 0 



FREQUEUCY LISTIM5 OF 599 OFFICE XASKS5 



T— k 



Per Cgac of total Rewmdeiatt 
PerfoCTrinK Taek Itwi 



1. 4rs€ «dditi<m 

2. Ifse t«Itpbt3tM directory 

3. iummv telephcmt 
A* Uic subtraction 

5« Ptaco teleplione calls (loesl) 

6. Optrats typswrltor* 

7* Ge^t Materials froB files 
8« Ost* Multiplication 
9* Plan ifork for one^s self 
10* Use division 

11. Givit Infonsation in response to 
verbal inquiries 




95 

95 

95 

93 

92 

91 

90 

89 

88 

87 

87 









m 


n 




& 

s 


i 

m 


r-4 

3 

•H 

|U| 


w 

m 

u 

u 

e 

Ml 


w 

•g 

2 

m 


# 

£ 

S 

S 


s- 

to 


i 

to 


«» 

fHI 

u 


1 

m 


s 

m 


95 


96 


94 


97 


90 


90 


93 


99 


94 


96 


85 


79 


93 


99 


95 


98 


92 


70 


94 


94 


89 


98 


90 


90 


93 


96 


92 


94 


82 


56 


78 


100 




95 


81 


64 


79 


96 


92 


91 


80 


60 


94 


92 


83 


96 


79 


85 


89 


95 


85 


90 


70 


70 


92 


01 


78 


97 


72 


68 


88 


94 


88 


83 


74 


50 



*Ihis iten did not specifically appear in questionnaire. The percentage 
figures represent a cosposite of three questionnaire ite»s: "operate 

annual typ ewri ter "operate electric typewriter (standard)^" and "operate 
IBM Executive typewriter." The original data seened to indicate that the 
respondents did not differentiate between a standard electric and an IBM 
Executive typewriter. Additional extrapolated data: COMPOSITE PROFILE — 

31Z use Mantsals only ; 17Z use electrics only ; 43% use both Manuals and 
electrics. SUPERFISOitl PEOmE— 42% use naiMsls only ; 7% us e electrics 
only ; 29% use both Manuals and electrics. SECRETARIAL/STEWOGRAPHY PROIILE— 
12% uae menuals only ; 39% use electrics only ; 49% use both a s nu sl s and 
electrics. CLERICAL PROFIUI— 35% use Manuals only ; 14% use electrics only; 
41% use both Menuals and electtlca. BOOKKFEPIIIG/aCCOOHT l!IG PROFILE— 40% 
uia M anu al# only ; 5% uta elactries only ; 50% uae both Menuals and elactrics. 
BU8IHESS MACSIHE OPERATOR PROFILE— 32% use Manuels only ; 7% use electrics 
only ; 42% use both Manuals and alcctrlcs. DATA FROCESSIMG PROFILI— 15% 
uae namiala only ; 22% uae electrics only ; 27% use both M an u als and electrics 
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m 



/ 



Task 



Per Cant of Total Keapondents 
Parforalne Task Item 



M 

0 

n 

1 



•» 

M 



I i 

to CO 



p 

t 

5 

u 



w 

4i • 

O U 



2 

I i 






8 

£ 

S 

4J 

£ 



cards 

13* Carry otic vrittan or oral orders or 


87 


71 


98 


89 


89 


83 


40 


Instroctlons of superiors 


86 


77 


96 


88 


81 


77 


55 


14 • Use dictionary 


86 


86 


98 


84 


85 


67 


46 


15* Address letters^ pacdcagss, etc* 

16* Place telephone aanoranda* asssagesv 


86 


73 


98 


88 


90 


57 


3J6 


etc. , vhere esployer will see then 


84 


73 


98 


84 


83 


72 


61 


17. Sort neterlals for filing 

18. Turn telephone cells over to 


84 


70 


89 


87 


88 


69 


59 


another departosnt 


83 


69 


91 


87 


76 


85 


65 


19. Decide on priority of work for self 


82 


88 


89 


79 


80 


62 


75 


20. Insert letters in envelopes 


82 


71 


96 


84 


87 


53 


26 


21. Add long colums of figures 


81 


81 


82 


75 


92 


78 


75 


22. Look up nanss and addresses 


80 


78 


96 


79 


75 




45 


23. Type carbon copies 


80 


64 


99 


80 


83 


55 


30 


24. fold letters 

25. Arrange papers or articles on your 


80 


67 


97 


83 


79 


42 


21 


own and/or your eaployer*s desk 
28. Direct people to proper office or 


79 


78 


91 


80 


70 


56 


45 


dapartsiint 


78 


73 


93 


78 


71 


67 


45 


27* Proofread typewritten copy 


78 


68 


96 


76 


76 


62 


45 


28. Use declTBsls 


77 


79 


80 


65 


92 


76 


65 


29. Straighten up office 

30. Ittke folders and folder titles fox 


77 


71 


87 


77 


77 


65 


40 


files (labels) 


77 


62 


93 


78 


79 


63 


31 


31. Seal envelopes (aanually) 


77 


72 


83 


82 


79 


53 


31 


32. Type business letters 


77 


65 


97 


76 


76 


45 


30 


33. Operate lO-kry adding oachlne 


76 


77 


75 


70 


89 


68 


70 


34. Dust 


76 


62 


86 


79 


73 


79 


55 


35. Search for lost s^terlals In flleit 

36. Look over notes and nenos for the 


75 


71 


84 


74 


74 


64 


4$ 


day 

37. Cut aaterlals (scissors, paper 


75 


79 


87 


71 


74 


50 


40 


cutter, etc.) 


75 


61 


89 


81 


69 


50 


30 


38. Transfer records to Inactive files 


74 


63 


o6 


73 


81 


48 


44 



o 

ERIC 
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Pftr Cant of Totml E>«pondnf 
T— k ParfcCTint Ttk Itm 



m 























t 


a 

g 




m 


a 


a 








8 

48 


% 


O 


1 


1 








m 


u 




3B 






1 


1 

m 


a 

y 

& 


H 

u 


w 

P 

m 


a 

3 

SI 


3 

S 


39* EtMt carbooi coplM 


74 


58 


95 


73 


71 


59 


35 


40« CcMpott corTM^ofidttncif 


74 


82 


88 


48 


75 


32 


26 


Er«t« otiginaX eopias 
42. CNtck on aupplias (for rootilorliig 


74 


59 


94 


74 


73 


57 


24 


purpotaa) 


74 


82 


83 


70 


76 


61 


20 


43« Maka aotaa for naxt day*a nork 
44. Placa talaphooa calla (long 


73 


77 


90 


65 


76 


44 

70 


35 

26 


dlatanca) 


73 


89 


86 


66 


65 


45. Opan sail 


73 


76 


84 


72 


69 


34 


25 


44. Taka mall to sail rooa or aall l>ox 
47. Baar coaplalnta In offica and ovar 


72 


57 


88 


74 


68 


51 


46 


talaphona 


72 


84 


76 


70 


71 


58 


40 


4S. Changa calandar daily 

49. aaaaabla and atapla dupUcatad 


72 


67 


85 


73 


68 


63 


35 


■atarlala 


72 


59 


89 


74 


68 


52 


30 


50. Typa aaaorandtiaa 

51. Mark, attach, or ancloaa satarialit 


72 


59 


9? 


68 


71 


44 


20 


for outgoing sail 


71 


67 


92 


69 


65 


44 


21 


52. Oparata copying aachina (a.g.. 












59 


33 


Xarox, Tharaofaz, Osalid, ate.) 


70 


55 


88 


69 


67 


53. Maat collars 


70 


78 


90 


68 


56 


42 


25 


54. iaad incoaing nail 


70 


75 


87 


66 


71 


26 


16 


55. Typa labals individually 

54. Ty^ final copy frov rough*draft 


69 


49 


90 


71 


60 


64 


42 


copy 


69 


46 


98 


66 


65 


35 


26 


57. Typa and/or rula tabular aatarial 
















(tablaa, colunns, rows of fig*iraa) 


69 


48 


94 


68 


68 


52 


21 


54. Giva oral diractiona to othar office 
















workara 


68 


79 


75 


63 


64 


62 


56 


59. Uaa fractions 


68 


76 


69 


56 


86 


72 


41 


60. laviaa filaa 


68 


67 


82 


67 


66 


41 


29 


61. fila aatariala by naaa of parson 

62. Typa cards (index cards, file cards. 


68 


68 


71 


72 


69 


57 


26 


"address finder" cards, etc.) 


6d 


49 


91 


70 


60 


39 


16 


63. Make introductions 


67 


74 


86 


62 


56 


42 


35 


64. Run errands 


66 


62 


78 


64 


60 


76 


40 



211 



Task 




Pt Cent of Total K>»pofid#at« 
PTfor»lng Ttk It— 



. s 

m 





>a 

ij 

^Hl 

It 


1 


*0 


1 


m 

U 


• 

i 


# 

a 






0( 


# 


8 


I 


m 

m 


s 




3 


0 

V) 


& 


iH 

U 


M 

m 


m 


3 


65« Sott mail (for dlffarant fMiraons) 
66. Ordar •itp|»ii«3 of aarioua kinda for 


65 


60 


82 


67 


57 


34 


21 


tha of flea (fnam auppXiara or cantral 
a^ippXy dapari»a&t) 


65 


82 


76 


58 


63 


41 


20 


67^ fiXa matarlaXi bj topic or aubjaet 


65 


50 


83 


67 


60 


k2 


16 


68* Uaa eompnrr wmomlM 


64 


62 


75 


66 


55 


$h 


41 


69* T^rpa copy ctm woarraiisod copy 


64 


47 


91 


62 


60 


32 


24 


70* forva?.^ or dlatributa mall 


64 


57 


88 


62 


55 


49 


16 


7X« Sand out ootleaa of mxf kypa 


63 


62 


84 


58 


56 


37 


20 


72* Uaa office mafaimXa 

73* Maka racomnandittioiia for Improva- 


62 


63 


74 


6X 


48 


58 


56 


manta of offlco procaduraa, roucinaa» 
ate. 


62 


82 


76 


53 


55 


41 


40 


74. Opt rata paper puiicb 


62 


47 


77 


61 


64 


53 


33 


7S* Tyjpm manuacrlpta and/or raporta 
76* type flXX^lna on diipXlcaCad iattara 


62 


48 


92 


56 


59 


39 


10 


or buX7>atlsa (form Xattara» ate.) 


62 


42 


86 


65 


55 


38 


10 


77. Compare coi^ (ooa copy ifltb anotbar 
















copy) 


6X 


58 


79 


56 


56 


48 


40 


78. HandXa cXaaalflad or eonfldasitlaX 
















flXaa 


61 


68 


79 


51 


57 


38 


34 


79. kaap card Indaxaa of varlova kinda 


61 


58 


76 


63 


49 


33 


29 


80. Pile matarlaXa by madiar 


60 


39 


63 


65 


63 


46 


70 


81. Operate pripar cutter 


60 


45 


75 


61 


55 


61 


38 


82. Compoaa copy at the typamrltar 
S3. Protect oaluabXa and confidential 


60 


46 


89 


55 


56 


21 


16 


matariala 


60 


74 


80 


50 


60 


19 


15 


84. Keep daaka aqalppad vlth of fire 
















auppXlaa (aharpanad panclXa, ink 
in panat etc.) 


58 


48 


78 


56 


52 


43 


30 


S3. Ola^aa of racorda 


57 


57 


69 


56 


52 


36 


35 


86. Uaa O.S. Zip Coda Directory 

87. Confer with amployar on policy. 


56 


48 


63 


63 


46 


46 


58 


procaduraa, ate. 


56 


67 


70 


52 


51 


23 


25 


88. Stamp anvalopaa (manual Xy) 


56 


61 


59 


55 


58 


41 


21 


89. Compile periodic raporta 


56 


66 


68 


45 


64 


33 


5 
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fMk 



Pgy C5mt of Total lwetidtnt< 
FarfotttlaE T— k It« ai 









• 

0 




•a 

** 




# 




• 

4J 


i 


i 

AA 


•a 


u 


•8 


£ 






H 




S 




75 




I 


t 


a 

If 


1 


i 


a 

9 


2 




5 


s 


1 


1-4 

U 


M 

m 


M 


i 


90. 4mt«« <m mumpm or 
















tliM mtmp mochiao dallp 


55 


45 


54 


64 


53 


52 


35 


9X* Pick up mmiX (lom) dook to obtain) 
92* Qot Inforaation fron various 


55 


55 


68 


53 


51 


53 


16 


dapartnanta naadad lor corraapon- 

daMa 


55 


56 


73 


53 


46 


26 


10 


93. Inatruct nav aapXopaaa (vork 
















procaduraa* job oriantatloo» ate.) 


54 


76 


57 


50 


43 


59 


45 


94» Salact or ordar typawrltloi auppXiaa 
















and aqulpaant (araaarat '''-bbona* 
ate.) 


54 


60 


73 


46 


53 


19 


5 


95. Giva dlractlono lor work to ba dona 
















(aa a co-wrkar or auparvlaor) 


53 


82 


56 


45 


45 


42 


55 


96* Convart Iractiona to dacinala 


53 


62 


51 


40 


74 


57 


31 


97. Flla aatarlala bp data 

98. Salact and/or ordar lllln§ aqulp* 


53 


32 


62 


59 


49 


53 


21 


nant and auppllaa 


53 


67 


67 


45 


53 


n 


16 


99. kaap Mployar ranlndad of angaga* 
















nanta* dataa* thinga to do, ate. 


33 


44 


78 


46 


48 


29 


15 


100. Control and nanaga liling syat«B 


53 


59 


69 


47 


53 


15 


14 


101. Maka cut raquialtlona 


*2 


57 


64 


50 


46 


33 


10 


102. Sign lor lagiatarad Mail 


52 


68 


60 


47 


52 


19 


10 


103. Uaa city diractorp 

104. Coapoaa buainaaa raporta of anp 


51 


49 


57 


54 


39 


63 


23 


kind 


50 


66 


51 


39 


63 


39 


25 


10S< Coordinata with othar paraoni^l 
















on varioua nattars for aoplopar 


50 


55 


76 


41 


40 


29 


25 


106. Handla cross rafarancaa 


50 


42 


60 


54 


42 


40 


15 


107. Distributa auppllaa 

106. Salact or ordar propar tppawriting 


50 


59 


65 


49 


38 


26 


15 


papar and carbon papar 


50 


56 


69 


45 


45 


20 


5 


109. Sort nail (in priority ordar) 


50 


43 


71 


50 


40 


19 


0 


110. Count itana 

111. Conpoaa vrittan diractiona to 


49 


54 


45 


55 


43 


44 


25 


oth^ offica workars 


49 


67 


60 


39 


44 


43 


25 


112. Kaap ticklar or follow-up filaa of 
















varioua kinds 


49 


51 


65 


52 


35 


19 


10 
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er|c 



U3. 

1U« 



U6. 

117. 

U8. 

iW. 

120 . 

121 . 

122. 

123. 

124. 

125. 

U6. 

127. 

128. 

129. 

130. 

131. 



U2. 

U3. 



task 



Ft Cut of Total K— 

FTfoniAa« T— k It€« 



Istptct wmftM fcmtfd for 
coapl#40ttMs» damtimt mtc. 

Scrooii wployor’s oolla 
Fropro or obt4iio coffoo or 
rofroolHMotf for TplopT or bio 
gooots 

Hoko oorroetions vlth tip Xo- 
roctppo, otc# (roquiroo oo Tosiog) 
toad outsoioi Mil to eback up oo 
ioforMtioUf ate* 

Work with racordo of tiua aod tiaa 
cards 

Collact woauf from off lea saplopaes 
for various purposaa 
Coovart daciaals to fractions 
Osa othT rafTsnea books or 

aSTBllIf 

Claan sad oil tppavrltT 
Coaputa parcantaga problaas 
Wrap and tia pcckagss 
Maks notaa on jnroaing sail sbich 
supTiT should saa 
in outlina fora 

Ka^ books and/mr ladgT for any 
purpoaa 

Maks angagMsnts and appointaants 
fo.^ saq>lopsr 

Racaiva talagraaa and/or cable* 

graaa 

Sign boss’s sail (his signature) 
Attach partinant correspondence to 
Incoaing nail for superior tc 
refresh his a sa ory 
Plan sork for others 
Make journal entries (any type 
of journal) 



. Sf 

w 



iO 






u 

a 



I 



f 


(O 


« 

% 

m 


»« 

a 

•-f 

u 


i 

m 


a 

1 


3 

3 


49 


69 


56 


48 


41 


15 


10 


49 


45 


71 


45 


36 


44 


5 


48 


38 


66 


47 


39 


28 


35 


48 


34 


72 


45 


36 


38 


21 


48 


61 


70 


40 


35 


23 


5 


47 


66 


49 


34 


61 


26 


50 


47 


44 


62 


44 


37 


62 


25 


47 


57 


45 


32 


69 


57 


21 


47 


55 


64 


44 


36 


25 


16 


47 


40 


58 


52 


41 


29 


10 


46 


58 


43 


31 


70 


42 


35 


46 


50 


55 


50 


33 


12 


21 


46 


55 


62 


36 
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Par Cant of total kaapondantc 
Farfomlna Tack Itgi 



134. Maka cbaaga 

135. faka will to poet offlea 

136. foUoir up ralaaaad aatariaXa 

137. ”Scraaii** irlaltora or people nho 
vant to aaa your aqployar 

136. Check hUlc and/or intolcaa 
(▼arify ertanalona, ate.) 

136* 0aa nape 

140. Get rid of craaka, hegs^** 
other Yindeairablaa 

141. Check out liaterialc from files to 

aeployeaa 

142. Gather data to fill out iiuastlon- 

nalraa 

143. Write receipts 

144. Type postal cards 

145. Baee eall registered or certified 

146. Check up on unfinished ifork of 
other eeployees 

147. Stuff, bundle, sort, and/or label 
outgoing bulk nail 

146. Type infomatlon on continuous 
roll tape (gunned back or self- 
sealing back) 

146. Handle aanrice calls on squlpnent 

150. Calculate postal rates (parcel 
post, bulk, 1st class nail, etc.) 

151. Post notices 

152. Keep current files of iirroiccs and 
purchase orders 

153. Decide on priority of irork for 
others 

154. Operate calculator (Monroe, 
Merchant, etc.) 

135. Check nooay orders, checks, etc., 
as to anounts, dates, signatures 




44 56 40 43 52 29 10 

43 54 43 39 51 15 16 
43 47 60 39 36 31 10 

43 45 63 43 31 15 5 

42 6/ 30 28 69 42 20 

42 53 51 42 32 22 5 

41 53 48 36 37 12 30 

41 36 60 40 31 22 5 

41 55 52 31 45 11 5 

41 55 34 36 52 41 0 

41 36 53 45 36 15 0 

41 51 52 34 42 12 0 

40 76 43 30 32 19 35 

40 33 41 46 33 25 30 



40 25 58 37 39 31 26 

40 51 46 33 40 35 20 

40 44 43 38 42 33 16 

40 47 54 39 31 11 15 

40 55 34 33 55 23 10 

39 72 39 32 28 27 40 

39 39 35 31 60 47 11 

39 46 34 30 61 37 5 
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Pmr Cent of Total K— 

?Tfor«lng T— k Item 



156. IfistalX Ulixit 

157. Furcbaaa f»ostA^ 

158. Hika aacitriaa In special jouraals 
(Cash Receipts » sales, Cmmh 
Payasnts, Ptittchases, etc.) 

159. Taka inventory 

160. Operate intercom 

161. Coepute sales tax 

162. Stasp inconlni mil (as to date, 
tlae, etc.) 

163. Get <|iiotations on supplies (from 
supplier) 

164. Kske up milins list 

165. Bust esployer's desk and keep 
employer *s desk neat 

166* Use secretarial bandbo^ 

167. Send telegram and/or caSlegram 

168. Deposit checks and/or cash in bank 
of cashier's office 

169. roUou up on vritten notices for 
matings by telephone 

170. Keep office mnual or lnstruc;;loa 
book for eaployeer* 

171. Keep daily attendance of eapl<>y'fi^ 

172. Rei^eif unfinished business tl’e 

173. Revise miling list 

m. Route shipmnts of mterials 

(vlthln office, between depart- 
mnts, etc.) 

175. Use technical aenuals 

176. Assign file mnbers 

177. Prepare rttled business form 

178. Take orders for varlom goods or 
services (in person or by phone) 

179. Write checks (for any purpose as 
a part of your job) 
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Tmr Smt of Total !t$«POiia«iU 
P arf orwittg Itt» 



X80. Chgcli mtllAt U»t 

1 BI» Dm itMpapgrs 

X82. Cbtck up on obstrirmct of various 
lava la ooooactioa viUi work 

Iftl* Typa tdoutaa or roporta of oaatiaga 

184 » Dlatrlbuta i«ork anong otbar 
aaplopaaa (io a auparvlaory 
capacity) 

185« OK bills of any kind 

I8b* lyps and corract spirit ass tars 
(s.f* Ditto Mastars» ate.) 

187. Writs shorthand (any systaa)® 

188. Taka dictation at tha typavriter 
(typa dictation as aaployar 
dictatas) 

188. Typa on printad parsonnal foras 

190. Claan and oil offica aquipaent 
othar than typavritar 

191. Usa U.S. Postal Ifanual (postals 
ratas» typas of nail* ate.) 

192. Cash chacks 

193. Manama offica 

194. Typa and corract stancils (vlaao* 
inraph procass) 

193. Suparvlsa othar aaployaaa 

194. Countaract falsa raports vbteh 
apraad in an orcanlMtlon 

197. Arranta physical layout of offica, 
picturas, fumitura, drapariaa, 
ate. 
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figuraa vara axtrapolatad fron original data* 
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T«sk 



9mr Cut o£ total tew eadatt 
T—k ttm 



198. Koao^ up people tor oeetlngs 

m! Type ocTpitoted putd«e te^irfei- 

tloits 

200. Bav« mil insured 

2Cle Mrtss preperetlon* for metlngs 

202. Type on printed checks 

203. on \>rlnted purchase orders 

204. Gather data for reports 

205. Cim checks to enployer for 
fibignature 

206. Place dally newspapers, nagaslnes, 
e?;c., on enployer *8 desk 

207. Stleci; or order furnishings for 
office 

208. Ifelntaln record of long distance 

calls , . 

209. Decide on least expensive and/or 
Most desirable way to conasmlcate 
(telegram, long distance call, 
etc.) 

210. Take dictation over the telephone 

211. Use nagsslnes 

212. Wel^ Itens 

213. Keep calendar marked with appolnt- 
mmts for enployer at his desk 

214. Act as cashier or teller 

215. Prepare material for printer or 

publisher ^ ,h. •• n 

216. Use ledger accounts with *balance 

eolunn (balance forrO 

217. Post (transfer) entries from 
journals to a ledger (group of 
accounts) 

21*. Iblntaln payroll register (.11 
.oployM. listed) 

219. Conplle one report from numerous 
small ones 
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49 


43 


19 
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28 33 23 35 24 22 15 

28 25 56 20 15 4 5 

28 37 18 28 41 19 0 

28 36 46 20 17 12 0 

27 35 16 .14 62 23 15 



27 37 14 16 61 31 10 

27 42 23 12 54 8 10 

27 26 44 19 22 20 5 
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Per Cent of Toif 1 l«gpoad«^ 
P«rf<wndLi« Taak Itm 



220. Hake out accident reports for 
self or other workers 

221. Transcribe (type) from shorthand 
cutlines 

222. Apply for group insurance (as an 
employee) 

223. Make arrangements for centralised 
dept, to duplicate sates ials 

224. Compile statistical data 

225. Compute trade and cash discount 

226. Compute payrolls for employees 

227. Anticipate needs of employer aa 
to records* papers* etc.* needed 
on trips* for interviews* etc. 

228. Type on printed Invoices 

229. Assist in plans for entertain*" 
ments* receptions* dinners* etc. 

230. Work with subsidiary ledger 
(accounts receivable* accounts 
payable* etc.) 

231. Make "General Journal" entries 

232. Type on printed scinthly statements 

233. Operate spirit duplicator (e.g. 
Ditto) 

234. Edit letters dictated by ensployer 

235. Prove cash dally 

236. Endorse checks 

237. Advise employer of illnesses, 
deaths* births, weddings* etc.* of 
friends 

238. ICeep records on maps or charts 
(sales records* etc.) 

239. Type on printed payroll time 
sheets 

240. Keep cash account 

241. Type on printed telegrams 
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Vmt Cent of Total tetpcodtots 
PTforadug If « 



242. Make arrangeamta for centrallzad 
dept, to print natarials 

243. Taka cara of checkbook and sttd>8 

244. Attend convantlocui» banquets, or 
neetinis outside of coopany but 
relating to conpany business 

24S* Check personnel of eocdttees 
(ttaats, addresses, etc.) 

24(». Operate nailing netei (postage 
neter) 

247. Coelute interest charges 

24B. Furchase flowers, fruit, books, 
gifts, etc., for office 

249. File mterlals by city, state, 
or region 

250. Consult with attorney, tax* 
exaniner, auditor, etc. 

231. Distribute sailing list 

252. Interview and/or recooBend 
applicants for enploynent 

253. petty cash account 

254. Reconcile bank statenent 

255. Send out invoices for paynent due 
(on contract, etc.) 

256. Maintain Individual enqployee's 
earnings records 

257. Type and correct offset aasters 
(sets or nultilith) 

258. Dse synonys books, thesaurus 

259. Act as a guide to visitors 

2^. Calculate deductions (Ineone Tax, 
FICA, Insurance, etc.) 

261. Obtain trip reservations and/or 
tickets for esployer 

262. Operate stencil duplicator (e»g. 
slawograph) 
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263* 

264. 

265. 

266. 

267. 

268. 

269. 

270. 

271. 

272. 

273. 

274. 

275. 

276. 



277. 

278. 

279. 

280. 
281. 
282. 

283. 

284. 

285. 

286. 

287. 



Task 



Par Cent of Total Baspofldgu l* 
Parforaintt Task Itati 



Type fi n a n cia l budgets 

Take care of bankbook 

type on printed pooebars 

Type on printed receipts 

Write sbortband from tso or nore 

dictators (but only one at a tins) 

leneif neirspapar and nsgasise 

subscriptions 

Arrange for disposal of eomout 

e^ipnsnt 

Figure extensions 

Maintain price lists and nske 

necessary changes 

Operate full-bank adding nachina 

Hake v*t ty ceah paynents 

Uaa atlas 

Keep clipping file (newspapers* 
eagaxine articles* etc.) 

Obtain nailing naterial iron post 
office (certified 6 ragiatered nail 
stickers* rate sheets* ate.) 
lead legal ralinga* current 
topics* books* ate. 

Operate check writer protector 
Beprinand e^^loyeea 
Trace nail 

Write checks for payroll 
frapara signs * posters* or other 
grai^Xe natariala 
Sell various goods or services 
Use cheek register 
Type Bslsnce Sheets 
Approve (OK) custoners’ checks* 
chargs purchases* ate. 

Use tinatsbles (1.1.* airlines* 
etc.) 
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288. Tt«Mcribe from recorded 

eedi^-- belt. diec» etc. (e.g., IBK 
Seecutery, Stenorette. Uctephone. 
etc.)<^ 

289. Mm hotel reeenretloiui for 
eeployer 

290. Ihcepere Worheheet 

291. Serve <m coaedltteee withia coapany 

292. Mike out ehlpplng inetructions 
(eaigoing ehlpeente) 

293. Xnveetlgete ceueee of trouble 
between eeptoyeee 

294. Totel weekly or monthly eelee 

295. Mike out monthly steteeente (for 
•ervlcee rendered, goods sold, 
etc.) 

298. type on printed 1^-2 ten forms 

297. Operate mmbvtixig meehine 

298. Count money to verify cash 
regiatcr retume 

299. Operate 10-hey printing calculator 

300. Keep track of bad debts 

301. Ctieck printer’s “proof copy” 
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c^ldditional extrapolated data for this item: COHPOSITE PkDFILB 13% 

write shorthand and transcribe from recorded tsedia; 7% transcribe from 
recorded media only . SUPERVISOinf PROFItE— 6% write shorthand and trans- 
cribe from recorded media; 6% transcribe irom recorded media pair. 
SBCRETARXia/STZNOGRAPHY PROFILE— 41% write shorthand and transcribe from 
recorded media; 7% transcribe from recorded media only. CLERICAL PIOFILB- 
6% write aborthand and transcribe from recorded media; 6% transcribe from 
recorded media only . lOOKKIEPINGMCCOUNTISG PROFILE— 2% write shorthand 
et yi transcribe from recorded medis; 9% transcribe from recorded media 
poly , Raapondents in the BOSINESS M4CBIHE OPEIAIOR and DATA PR0CBSSIHG 
profiles did not transcribe from recorded media in any form. 
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Task 



f€it Cut ot Total 1— poadiitg 
PTfotMiag T— k Itm 



302. Stm mgasiiMM* tt^Am 

jouxiMils* «tc.t ^ot m^Xof^ 
MYkiOg it«M of ifitCYMt to hW 

303. Ptoporo agendo for neat Inga 

304. O^ata tranaotibing aackina 
CIBH Eaacutarf • Dictapbona. ate.) 

305. Cback taUy abaata on varioua joba 

304. Type i^egal 

307. leap in touch nith Ugialativa 
activity that baara on ifotk 

308. Help vith caapaigna of varioua 

309. Arrange lunch houra or vacatlooa 
for caployaaa 

310. Approve requialtiona made out 
by othera 

311. Type on printed credit a«»randuaa 

312. Make "Coablnad Journal” entriaa 

313. Handle collection of outatanding 
dbbta (accounta receivable) 

314. Revise stock list 

315. Have legal papers recorded 

314. Render policy decisions on ousa- 
tiona asked by aeabera of office 
for^ce 

317. Write letters of condolence and 
congratulat ion 

318. Hake entries directly to accounts 
if business does not use journals 

319. Kiika arrangements for freight, 
express, etc. 

320. Ix>g incoming mail (in regular 
book) 

321. Prepare sales slips 

322. Type copy where all lines end 
even on the right mavgin 
(justifying) 
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3 
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19 


22 


35 


u 


15 


4 


0 


19 


31 


39 


9 


11 


0 


0 


19 


11 


45 


13 


10 


0 


0 


18 


28 


14 


15 


22 


15 


20 


18 


20 


33 


9 


18 


4 


10 


18 


33 


23 


12 


14 


14 


5 


18 


34 


27 


11 


9 


12 


5 


18 


53 


19 


7 


15 


4 


5 


18 


44 


14 


12 


14 


4 


5 


18 


24 


15 


12 


31 


14 


0 


18 


27 


9 


7 


48 


15 


0 


18 


40 


9 


12 


33 


8 


0 


18 


28 


14 


18 


17 


7 


0 


18 


35 


23 


11 


18 


4 


0 


18 


44 


18 


13 


15 


0 


0 


18 


24 


38 


8 


11 


0 


0 


17 


22 


9 


12 


34 


23 


10 


17 


33 


15 


14 


15 


7 


10 


17 


18 


21 


19 


15 


4 


5 


17 


29 


5 


17 


25 


15 


0 


17 


15 


20 


20 


17 


8 


0 
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?T Ctnt of Total I— poodutft 



323. 

324. 

325. 

324. 

327. 

328. 

329. 

330. 

331. 

332. 

333. 

334. 

335. 

336. 

337. 

338. 

339. 

340. 

341. 

342. 
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ts 
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1 
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a 

m 

t 


e 

K 

£ 


lowstlgat* personal 

or financial 


17 


fA 

35 


m 

u 

14 


o 

11 


m 

S 

23 


e 

1 

4 


• 

» ft 

i 

0 


Shop for aaplo^rar 


17 


23 


23 


12 


20 


4 


0 


Arrinsa for and/or cancel ne«m* 
paper or aagasine advertiaing 


17 


35 


23 


11 


14 


0 


0 


Prepare a Trial Balance at end of 
nonth or flacal period (prove 
equality in ledger) 


16 


20 


6 


8 


40 


23 


10 


Conpute anount and percent of 
narfcup or loaa 


16 


33 


8 


10 


24 


19 


5 


Record tine clock data on payroll 

foma 


16 


22 


11 


6 


36 


15 


5 


Uae franklng-i>erailt privileges 
(rifiit to acnd free nail) 


16 


8 


25 


18 


8 


12 


5 


Halntaln file of W-4 foma 


16 


27 


8 


3 


46 


0 


5 


Keep records pertaining to PICA 
tax (Social Security) 


16 


31 


7 


2 


46 


0 


5 


Type on printed tax returns 


16 


23 


15 


4 


40 


0 


5 


Clip and collect aagasine articles » 
ne«#8papera» etc.» of interest 


16 


24 


33 


8 


7 


8 


0 


Make out vithholding tax state* 
•ants at end of year (lf*2 foma) 


16 


28 


8 


5 


43 


4 


0 


Prepare vouchers for traveling 

expenses 


16 


27 


26 


8 


16 


4 


0 


Ty^ Legal Acknoifledgaents 


16 


19 


24 


11 


18 


0 


0 


Make arrangenents fot: guests amt 
visitors (hotel » entertalnnent» 
etc.) 


16 


24 


33 


9 


5 


0 


0 


Operate nailing sealer 


15 


13 


9 


19 


17 


4 


15 


Record daily shipnents 


15 


24 


9 


15 


17 


8 


10 


Send out Christnas cards for 
enployer 


15 


17 


20 


10 


18 


8 


5 


Vrite suitable cards to acconpany 
gifts, f lovers, etc. sent by 
enployer 


15 


23 


22 


9 


12 


4 


5 


Keep reccnrds pertaining to incons 

taxes 


15 


27 


7 


3 


40 


0 


5 



224 










task 



Pmr Cent of Total tfpondanta 
Parformtng Tft fk Jlga 





^4^• Sipi chacka 

344. Edit raporta, bulletlaa, ate. 

345. book up oi‘ chack <m fiiiaiiclaX 
tatliiga of cuatoaata ot aaployaaa 

344. Punctuata articlaa* tnasiuaetlpta, 
ate. 

347. Uaa proof raadlog iipabola 

340. Iklotaln Incoaliis and outgoing 
corraapondetDca raglatar 

340. Tjrpa Profit 4 toaa Stataaanta 

350. Acknowladga lattara of condolanca 
and coogratulatlon 

351. Acknowladga Invltatlona 

35J. Prapara any other accounting data 
for tranaadttal to conputar eantar 

353. Prepare Balance Sheet 

354. Prepare adjuatlng entriea 

355. Do you aervlee office ■achlnea 
and aqulpnent (nlnor repairing) t 

354. Sand out credit nenoa for g^ioda 
returned* etc. 

357. Act aa hoataaa at coupany-aponaored 
teaa» coffee houra* part lea, etc. 

350. Keep poatage laeter record 

359. Age the accounta receivable 

340. Figure Inventory (value) 

341 « HAke out reporta for atate mtd/or 
Federal Government pertaining to 
taxaa 

342. Type Legal inaurance forma 

343. Type Legal Affldavlta 

344. T^ on printed credit inqulrlea 

345. Get Information from library 

344. Chart data 

347. Give oral preaentatlona (reporta, 
apeechea, etc.) 

340. Record Inventory records In 
proper foras 



15 


41 


0 


7 


20 


12 


0 


15 


23 


24 


0 


10 


12 


0 


15 


24 


9 


10 


30 


0 


0 


15 


0 


35 


10 


10 


4 


0 


15 


10 


24 


14 


0 


4 


0 


15 


10 


27 


1> 


7 


« 
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0 


15 


15 


13 


10 


30 


0 


0 


15 


23 


29 


7 


9 


0 


0 


15 


10 


32 


0 


7 


0 


0 


14 


10 


9 


11 


22 


15 


30 


14 


17 


7 


5 


37 


0 


15 


14 


22 


4 


5 


35 


23 


50 


14 


13 


14 


14 


14 


0 


10 


14 


20 


4 


11 


24 


23 


5 


14 


21 


17 


11 


12 


0 


5 


14 


13 


4 


10 


22 


11 


♦ 

*♦ 


14 


30 


4 


5 


32 


12 


0 


14 


31 


4 


10 


24 


0 


0 


14 


29 


4 


2 


40 


4 


0 


14 


11 


22 


11 


15 


4 


0 


14 


15 


25 


0 


15 


3 


0 


14 


17 


12 


13 


20 


0 


0 


14 


19 


24 


9 


4 


0 


0 


13 


17 


16 


0 


17 


4 


11 


13 


39 


e 


9 


11 


0 


10 


13 


27 


7 


9 


22 


0 


5 
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369. 

370 . 

371. 

372. 

373. 

374. 

375. 

376. 

377. 

378. 



379. 

380. 

381. 

382. 

383. 

384. 

385. 

386. 

387. 

388. 



T««k 



P«r C«iit cf^Tot«lJUiSoodmt£ 
Parfomin^ T— k Itm 



Typ« oo printed quotation* 

H*lp vitli a*eor*tions at aaatliica 
or convantton* 

Tppa Lagal aalaa contract* 
laaiaa catalog* 

0*a library card lnd«xa* 
l*»u* parvit* for vanu^n* thing* 
Maka liat* of *iq>loyaa* for incooa 
tax purpo*** (*alarl**» ate.) 
typ* on printad nan* ralaaaa* 

Xypa diaplay or dacoraciva typa 
copy 

Coopota naif* it*«* or aagasina 
articla* (naaapapar*, trada 
publication** hou*a organs* ate.) 
Writ* group procaading* and/or 
confaranea* in •horthand 
Cloaa ladgar account* 

Frapara closing antria* 

Haka arranganants for cantralisad 
dapartaant to bind natarlal* 

Conputa inauranca pranim* (Ufa* 
nodical* ratiranant* ate.) 

Oacida chargaa on work dona 
Balp organiaa offlca or conpai^ 
cnanf.ttaa* 

Conputa proparty and/or Incooa 

tax** 

Kaap racord* partaining to Stata 
Industrial Xnauranca 
Work in conuactlon uith taxa* othar 
than tha 840. FUTA, FICA* Tncoiia 
tax*** Stata Onamploynant, Stata 
Indu*trl*l. aod oala* tax and ifith 
othar licanaas* patmit** raporta* 
ate. 
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13 
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17 12 


11 
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5 


13 


19 


16 9 


14 
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5 


13 


20 


14 13 


7 


11 


0 


13 


22 


20 10 


7 


7 


0 


13 


24 


16 10 


8 


4 


0 


13 


27 


6 3 


36 


0 


0 


13 


13 


30 5 


8 


0 


0 


13 


10 


30 9 


7 


0 


0 


13 


30 


17 8 


6 


0 


0 


13 


9 


43 2 


1 


0 


0 


12 


16 


5 4 


34 


15 


10 


12 


20 


5 4 


32 


12 


10 


12 


16 


21 8 


6 


4 


10 


12 


25 


10 5 


21 


11 


5 


12 


30 


S 8 


16 


8 


5 


12 


23 


16 8 


7 


8 


5 


12 


26 


8 5 


23 


3 


5 


12 


25 


4 2 


35 


0 


5 


12 


23 


6 4 


27 


0 


5 
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Ft Cut of Tdfl litpoodtif 
T—k Ptrforaliig T— k Itm 
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4# 


’i 


u 


•s 
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Si 
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lO 




S 

u 


1 


3 

SI 


4/ 

s 


m. 


Fitrch««« ChcisteiT cardi. imlati** 
tliMM» birthday CTds> «tc.» for 
««plo^«r 


12 


17 


16 


8 


14 


0 


5 

5 


390< 


Sand out invltatloiin 


12 


11 


23 


8 


8 


0 


391. 


Oparata addraaaotrapb 


12 


14 


9 


13 


15 


19 


0 


392. 


l^e on prlntad ahlpping orders 


12 


18 


8 


14 


12 


8 


0 


393. 


Ka^ records partaining to sales 














0 




tax 


12 


24 


5 


4 


32 


4 


394. 


Keep records of sales exenpt from 


















tax 


12 


26 


4 


3 


31 


4 


0 


395. 


Use ancpclopadia 


12 


16 


18 


B 


13 


4 


0 


396. 


Keep records partelning to State 
Uneoplopnents taxes 


12 


25 


4 


1 


34 


0 


0 


397. 


Keep stock of aaplo]rer*s personal 
statloneryt cards, etc., on band 


12 


14 




9 


S 


0 


0 


39$. 


Hire aaployeas 


12 


45 


7 


7 


8 


0 


0 


399. 


Make out dap*s schedule for 
anployer 


12 


18 


23 


9 


5 


0 


0 


400. 


Frtpara reversing entries 


il 


17 


5 


3 


27 


s 


15 


401. 


Operate public*address systea 


11 


13 


12 


11 


8 


/ 


11 


402. 


Eecord daily sales in unit cc^itrol 
foms 


11 


16 


3 


7 


24 


12 


10 


403. 


Make entries only in Journal (s) if 
business uses only Joumal(s)-«doe8 
not use any accounts ae such 


U 


14 


6 


a 


21 


16 


5 


404. 


Sule ledger accounts 


11 


15 


5 


2 


31 


12 


5 


405. 


Post data on daily sales sheets 
by department or eapli^ree 


11 


21 


3 


8 


22 


4 


5 


406. 


Secure govemsent permits of various 
kinds (buildings, tax, etc.) 


11 


26 


9 


4 


20 


0 


5 


407. 


figure discount and maturity dates 


11 


18 


4 


4 


25 


27 


0 


408. 


Make dacisions on discounts 
allowsble 


11 


22 


2 


6 


22 


12 


0 


409. 


Vork with reciprocals 


11 


22 


4 


6 


22 


8 


0 


410. 


Type on printed bills of sale 


11 


19 


11 


7 


18 


4 


0 
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Task 



Pt Cent of Tota l 

P^gformitur T— k Itgt 



411. 

412. 

413. 

414. 

415. 

416. 

417. 

418. 

419. 

420. 

421. 

422. 

423. 



424. 

425. 

426. 

427. 

428. 

429. 

430. 



431. 

432. 



433. 

434. 

435. 



# 



i 



typm m printed ptmlwoty 

Itep clipping kook* (of aigr typa) 

Arranga for prlntad prograna 

Covpoaa legal papara 

Type tagal Uaaaa 

Hake contract for auppllea» 

aarvlcaa» etc. 

Glire neea# Inforaatloat etc«» to 
raportera 

Haka out itinerary or achadul.a 

for anployar'a trlpa 

Work with city and/or county tax 

fttatenanta 

Addraaa a naatlng of aaployeaa 

Keep recorda pertaining to 

anployaaa belonging tc »»nion 

Uaa voucher reglater 

Do ifork involving cuatooa, tariff 

regular Iona • etc. 

rrepare bid. (fot contract) 

Clva dictation to other office 
workers 

Operate switchboard (1?BX) 

Operate cash register 
Rule journals 

Rscord cash register tapes 
Keep records psrtalnlng to FUTA 
Tax (Pedsral Unemployoient tax) 

Type Bank Reconciliations 

Ksep books which supply data for 

Incowe tax for company, trust, etc. 

Operate dictating machine 

Compute dividends 

Prepare Profit and boss Statement 

(Income Statement) 
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11 


15 16 5 13 


4 


0 


11 


16 W 9 6 


4 


0 


U 


20 19 6 3 


m 0 


11 


20 14 5 15 


0 


0 


11 


12 18 6 13 


0 


0 


11 


31 8 6 12 


0 


0 


11 


22 20 6 3 


0 


0 


11 


13 29 4 3 


0 


0 


10 


22 4 3 22 


8 10 


10 


30 7 6 6 


4 10 


10 


20 8 3 22 


0 10 


10 


13 7 5 22 


8 


5 


10 


21 9 9 7 


7 


5 


10 


22 8 6 14 


4 


5 


10 


33 13 3 6 


4 


5 


10 


10 9 9 10 


29 


0 


10 


17 2 11 12 


15 


0 


10 


IS 6 2 28 


4 


0 


10 


19 2 9 17 


4 


0 


10 


22 4 2 29 


0 


0 


10 


13 8 6 24 


0 


0 


10 


21 4 3 24 


0 


0 


10 


14 20 6 6 


0 


0 


9 


14 5 4 18 


12 


5 


9 


18 3 3 25 


0 


5 
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fmt CtPt of Tofl a— pood^ttf 
P«rfofint T— k Itm 




436. Counter tiiii e1i«elui 

437. moAht iattrpict «ott 

4at« 

438. CoUtet aom 

439. Maka up budgets 

440. figute cost of teleg£«ae» Icmg 
dlsteace cells • algbt sad dep 
letters » etc. 

441. Keep records perteialag to nm Tex 

442. Record stock couat latoraetloa la 
proper book (aercheadlse coatrol) 

443. Act for your enpl^yet on con»lttets 

444. Prepare sad keep up abstract book 
or file folder itlth excerpts aad 
reprlats of speeches, hlats for 
speeches, data figures, illustra* 
tloas, etc. 

445. Take care of publicity iteaw 

446. Operate electric stapler 

447. Work vith accruals 

448. Keep record of interest ~due dates 

449. Keep sales perforaaace records 

450. Travel to sake Investigations of 
various kinds 

451. Administer employment teita 

452. Operate bookkeeping machine 

453. Keep wage axid cost comparisons 

454. Write shorthand from only one 
dlctatoi^ 



9 22 3 3 19 8 0 

9 24 3 3 22 4 0 

9 17 6 5 14 4 C 

9 27 9 1 12 4 0 



9 17 9 5 12 3 0 

9 19 3 1 24 0 0 

9 20 4 6 14 0 0 

9 23 8 5 9 0 0 



9 11 22 4 3 0 0 

9 22 18 2 3 0 0 

8 5 8 9 4 12 11 

8 12 2 3 21 8 5 

8 17 3 3 20 4 5 

8 17 4 5 13 0 5 

8 33 3 2 7 0 5 

8 20 9 4 5 0 5 

8 7 3 2 20 41 0 

8 18 2 2 19 4 0 

8 5 16 4 9 4 0 



Whis item did not specifically appear in questionnaire. All percentage 
figures were extrapolated from original data. 



Talk 



Per Cmt of Total tospondentt 
PerforadtiR Teek Itea 



455* 

456. 

457. 

458. 

459. 

460. 

461. 



462. 

463. 

464. 

465. 

466. 

467. 

468. 

469. 

470. 

471. 

472. 

473. 

474. 

475. 

476. 

477. 

478. 



Arrange for Inauranee policies 
Keep wage and sales conqiMirlaon 
records 

Syatcnatlse and record Itena 
deducitlble from Incona tax 
Make lists of contents of office 
eafe and/or safe deposit box and 
keep it up to date 
Responsible for notes* renewals, 
drafts, etc. 

Recall nail from post office 
Make arrangenents for repairs on 
enployer's personal property (car. 
etc.) 

Use hotel reference books 
Discharge employees 
Conduct meetings 
Operate tape recorder 
Sunnarise articles, reports, 
lectures, etc. 

Operate key punch 
Prepare Post-Closing Trial Balance 
CoB^ite foreign monies figures 
Operate teletype 
Use almanac 

type real estate papers 
Act as notary public 
Operate illuminated drawing board 
(e.g. Mimeoscope) 

Compute depreciation 

Interpret financial figures Into 

a slmplier statement 

Make out household and/or personal 

checks for employer 

Secure signers for petitions of 

various kinds 
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21 
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2 


13 
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0 


8 


17 


2 


2 


20 


0 


0 


8 


20 


4 


2 


17 


0 


0 


8 


17 


9 


5 


11 


0 


0 


8 


15 


9 


3 


11 


0 


0 


8 


11 


8 


7 


9 


0 


0 


8 


12 


10 


5 


8 


0 


0 


8 


11 


15 


5 


7 


0 


0 


8 


33 


5 


3 


7 


0 


0 


8 


35 


2 


4 


5 


0 


0 


8 


13 


14 


7 


4 


0 


0 


8 


20 


13 


5 


3 


0 


0 


7 


6 


1 


6 


5 


0 


95 


7 


11 


2 


1 


22 


4 


15 


7 


9 


5 


5 


12 


8 


0 


7 


5 


11 
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4 
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7 


14 
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4 


0 


7 


10 


16 


2 


6 


4 


0 


7 


17 


9 


2 


6 


4 


0 


7 


4 


13 
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3 


0 


7 


15 


3 


3 


17 
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16 
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14 
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7 
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7 


12 
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0 


0 
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Tagk 



Per Cent of Total Reapondcatj 
P^gforaini^ Taak Itip 



479 * 

480. 

481. 



482. 

483. 

484. 

485. 

486. 

487. 

488. 

489. 

490. 



491. 

492. 

493. 

494. 

495. 

496. 

497. 

498. 

499. 

500. 

501. 



Keep racord of terrltoxy aaalgnad 

aaleeatn 

Teach trainliig claea of enployeea 
Prepare audio-vlaual aateriale 
(traiiapareticiea» tape recordings » 
etc.) 

Operate avitomatlc coUatcr 

Dreaa vlndoiis (window displays) 

Oetermliie ratios other than current 

and acid-test 

Figure Insurance rates 

Operate key-driven machine (e.g. 

ConptoBeter) 

Operate nlcrofllni reader 
Figure premlims (Insurance » etc.) 
Use alcrofllnlng equipment 
Write advertisements of various 
kinds (circular letters, bulletins, 
newspaper advertising, etc.) 

Edit nanuscrlpts 

OK monthly group Insurance bills 

Establish depreciation schedules 

far equipment 

Hake financial graphs 

Take care of emplcyer*s personal 

Insurance (car, life, etc.) 

Obtain credit cards for employer 

Type powers of attorney 

lype Legal mortgages 

Type on printed sales quotas and 

graphs 

Arrange w?.th bank for funds to be 
wired or cabled 

Keep list of credit card numbers 
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14 
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12 
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T— k 



F^r Cent ef Total Hnpondtif 
P#gf0r«ing TiMk Itm 




502* kites» «^»loF«r photograpliis and 
biogr^dilcal infocMtion for 
publicity 

503. Operate Sorter 

504. Operate folding machine 

505. Type inaurance policies 

504 * Operate automatic letter opener 

507. Operate offset duplicator (e.g« 
multilith) 

500* typ% Deeds 

50^. Opinrate billing machine 

510. incorporation papers 

Sll« Prepare salesmen's commission 
statements 

312» Oversee vorkmen (carpenters » 
electricians* etc.) 

513. Operate facsimile machine (e«g» 
Deskfax) 

514. Conduct "Exit** intenrlevs 

515. Trace maps 

516 • Write copy for newspapers* mega* 
sines* etc. 

517. Prepare psnphlets and catalogs 

518. Operate tabulating machine 

519. Prepare Capital Statement 

520. Operate electronic calculator 

521. Operate microfilm recorder 

522. Work on quarterly ox .nnu.X 
dlvidmd. 

523. Convert: figure, to aetrlc mr.Cea 

524. Get letter, of credit froB bank. 

525. Operate Mierofila Repedueer 

526. O^rate chock oignlng nachlne 

527. DetMnlne current ratio 

528. Keep liat. of M*loy«r'a personal 
property up to dab* 



6 6 16 3 3 0 0 
5 3 1 4 3 8 74 
5 2 6 6 4 4 11 
5 6 4 3 8 4 0 
5 7 2 8 5 4 0 

5 2 10 5 4 4 0 
5 7 10 3 4 4 0 
5 5 2 6 8 3 0 
5 7 8 2 7 3 0 

5 11 1 3 10 0 0 

5 17 3 3 6 0 0 

5 7 7 5 4 0 0 
5 15 6 2 3 0 0 
5 7 8 5 2 0 0 

5 11 9 3 2 0 0 
5 12 10 3 1 0 0 
4 1 2 5 3 4 34 
4 9 2 0 12 0 5 
4 2 0 5 7 9 0 
4 5 2 3 6 8 0 

4 4 4 0 9 4 0 
4 11 2 2 8 4 0 
4 10 3 1 6 4 0 
4 3 4 6 3 4 0 
4 4 3 2 10 0 0 
4 10 2 0 9 0 0 

4 11 3 1 7 0 



0 



529* 

530. 

531. 

532. 

533. 

534. 

535. 

536. 

537. 

538. 

539. 

540. 

541. 

542. 

543. 

544. 

545. 

546. 

547. 

548. 

549. 

550. 

551. 

552. 



Par Cut of Total IUiPPondent» 
T«*k PcrfoCTia« Task 



Type Proxicui 

0p«rai:« photogmphie canera 
flit aatcriala by aoimd (So«afid<(i» 
ate.) 

Kaka Hat of paraonal atccka, aotaa, 
collataral» ate., (a^loyar’s) 
Collect atanpa for enployar, 
doaaatic or foralgii 
Prepare posters for advertising 
Operate filffi» fllMStrlp, or slide 
projector 

Use Reader* a Culde to Periodical 
Literature 

Select and/or invite speakers 
Transcribe (type) from shorthand 
ttsdiine tape (e.g.* Stenograph) 

Keep scrap bocks of various iteas 
for neifspapera or nagarinea 
Help plan advertieing csiipaigns 
Obtain inforaatiott and papers, far 
foreigsk travel for enployer 
Arrange itineraries for speakers^ 
salesiMm» etc. 

Apply for passports or visas for 
enployer 

Operate Card Verifier 
Operate burster nachine 
Operate cooputer 

De’-code telegrans and/or cablegtans 
Operate enbossing nachine (Graph©- 
type) 

Code telegrans and/or cablegrans 
Operate elevator (not self-service) 
Prepare incone tax return for 
conpany» trust, etc. 

Issue dividend checks 
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4 5 


8 


0 7 


0 0 


4 9 


3 


2 6 


0 0 


4 6 


5 


4 4 


0 0 


4 9 


4 


3 4 


0 0 


4 3 


5 


4 3 


0 0 


4 8 


4 


4 3 


0 0 


4 14 


1 


4 3 


0 0 


4 9 


4 


3 3 


0 0 


4 16 


4 


0 3 


0 0 


4 1 


9 


4 2 


0 0 


4 10 


8 


2 2 


0 0 


4 14 


2 


2 2 


0 0 


4 7 


10 


2 I 


0 0 


4 8 


8 


1 1 


0 0 


4 7 


9 


1 0 


0 0 


3 2 


0 


2 2 


0 71 


3 2 


0 


2 3 


0 43 


3 2 


1 


1 4 


4 27 


3 4 


4 


3 2 


8 0 


3 1 


3 


4 3 


4 0 


3 6 


3 


4 2 


4 0 


3 3 


3 


2 3 


3 0 


3 6 


1 


0 8 


0 0 


3 9 


2 


0 7 


0 0 
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Task 



Par Cant of Total kcapondnf 
ParforalttK Taak Itaa 



553. 

554. 

555. 

556. 

557. 

558. 

559. 

560. 

561. 

562. 

563. 

564. 

565. 

566. 

567. 



568. 

569. 

570. 

571. 

572. 



573. 

574. 

575. 

576. 

577. 



Chack and mall stock cartifleatas 
Usa insuranca raglstar 
Prapara parsonal incoma tax ratum 
(for your aaployar) 

Oparata cdianta-makliig macbina 
Purchaaa travalar*s checks for 
anployar 

Oparata typing macbina 
Gather news for various papers » 
msgaslnas* etc. 

Type Litigation papers 
Secure quotations from brokers 
Make list of securities (for 
business) 

Use motorised filing equipment 
Type wills and probate papers 
Operate gang punch 
Operate de-collator 
Prepare key-punched customer credit 
record of charges and payments for 
transmittal to computer center 
Operate paper shredder 
Cerate accounting equipment 
Keep file of maturity dates of 
securities 

Operate lamlnatixig machine 
Operate auiomatlc typewriter 
(Autotypist » Robotypc. IBM Magnetic 
tape machine* etc.) 

Purchase foreign exchange 
Make dividend lists 
Arrange for payment of dividends 
Use magnetic filing equipment 
Make up wecdly statement of over- 
drawn hank accoicits 
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Task 



Cent of Tof 1 R€ii>otid€nts 
Parfogaipg Ta«k Itm 




578. Operata binding aacbina Z 

579. Cerate Botorisad filing aftulpaiant Z 

510. Haka tracings for bXuaprints 2 

581. Edit sagasina or papar (howia 

organ* trada aagaaina* ate.) 2 

582. CoBpila bibliograpbias 2 

583. Oataraina acid-^tast ratio 2 

584. Xaap paraonal diary for anployar 2 

585. Oparata oaarhaad projector 2 

588. Buy stocks Z 

587. Oparata Flaxovritar 1 

588. Oparata Vari-typar 1 

589. Assist vlth laboratory work 1 

590. Kaka blueprints 1 

591. Oparata Carlox ttaebina 1 

592. Prepare cash register stock control 

tapes for transnittal to cottputer 
canter ^ 

593. Oparata inserter (stuffing aiachine) 1 

594. Operate shorthand machine (e.g.» 

Stenograph) 1 

595. Oparata Justowritar 1 

598. Translate letters, articles, etc.. 

froB foreign languages into English 1 

597. Sell stocks 1 

598. Translate letters, articles, etc., 

from English into foreign language 0 

599. Operate Scanner 0 



2 3 3 2 0 0 

3 1 3 2 0 0 

3 2 2 2 0 0 

3 112 0 0 

3 3 0 2 0 0 

6 1 0 2 0 0 

2 4 2 1 0 0 

7 0 2 1 0 0 

9 10 10 0 

0 1110 8 

112 14 0 

3 0 114 0 

3 0 0 3 0 0 

2 112 0 0 



2 0 0 2 0 0 

0 12 10 0 

11110 0 
0 1110 0 

2 110 0 0 

9 1 0 0 0 0 

0 0 0 0 0 0 

0 0 0 0 0 0 
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of tMlw perfonod bjr 20 pereoot or aore of the roopondwu In • givra job claMlftcatlon. 



MEETING AND FORKING WITH PEOPLE 



YES NO 



Make engageaents and c^pointaente for eag>loyer 
Keep enployer rerinded of engagewmtSy dates, things 
to do, etc* 

Follon up on written notices for Meetings by telephone 
Coordinate with other personnel on various aatters for 
eaployer 

Adainister eapli^ynent tests 

Interview and/or rec o a a a n d ippl leant s for eaployaonf 
Hire eiM;>loyees 

Instmct new employees (work procedures, job orientation, etc* 3 

Teadt training class of eaployees 

Repriaand imployees 

Discharge iMfployees 

Conduct **Exlt** interviews 

Address a Meeting of eaployees 

Plan work for one's self 

Plan work for others 

Decide on priority of work for self 

Decide on priority of work for others 

Distribute work aaong other eaployees (in a supervisory 

capacity) 

Supervise other eaployees 

Investigate causes of trouble between e^loyees 
Check on unfinished work of other eaployees 
Give directions for work to be done (as a co-worker or 
supervisor) 

Arrange lunch hours or vacations for eaployees 
Oversee workaen (carpenters, electricians, etc.) 

Serve on condttees within coepany 

Act for your eaployer on coaaittees 

Round people for Meetings 

Help with caapaigns of various kinds 

Help organize office or coepany coaaittees 

Render policy decisions on questions asked by aeabers 

of office force 

Counteract false reports whidi spread in an organization 
Meet callers 

Direct people to proper office or departaent 
Get rid of cranks, beggars, and other undesirables 
••Screen” visitors or people who want to see your eaployer 
Make introductions 

Hear coeplaints in office and over telephone 
Give inforaation in response to verbal inquiries 
Handle service calls on equipaent 
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MEETING AND WORKING WITH PEOPLE cs«ntimied 
YES NO 



Manage office 

Approve (OK) custoners** checkst charge purdiases* etc. 

Attend conventions » banquets » or neetings outside of 

conpany but relating to company business 

Act as hostess at coiqpany-sponsored teas, coffee hours, 
parties, etc. 

Assist in plans for entertainnents, receptions, dinners, etc. 

Consult with attorney, tax-exaniner, auditor, etc. 

Travel to nake investigations of various kinds 
~ Secure signers for petitions of various kinds 

Confer with enpleyer on policy procedures, etc* 

Make recoanen^tlons for iiq(>rove»ents of office procedures, 

routines, etc. 

Inve$tiga|;e references, personal or financial 
““ Issue pemits for various things 

Select and/or invite speakers 

Arrange itineraries for speakers salesmen, etc. 

Make arrangeawnts for guests and visitors (hotel, entertain- 
ment, etc.) 

_ • guide to visitors 

In the space below, list other tasks you perform in meeting and handling 
people that are not listed above: 






MISCEUAHEOUS ; 
YES NO 



Dust 

Clean and oil typewriter 

Glean and oil other office equipment 

Straii^ten up office 

Select or order furnishings for office 

Arrange physical layout of office, pictures, ftaiiture, 

draperies ^ etc. 

Arrange for disposal of womout equipment 
Dress windows (window displays) 

Purdiase flowers, fruit, books, gifts, etc., for office 
Prepare or obtain coffee or refreshments for eiployer or 
his guests 

Keep personal diary for employer 

Keep employer photographs and biographical information for 
pidilicity 
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MISCELLANEOUS continued 



YES NO 



Keep stock of employer’s personel stetionery, cards » etc,, 

on hand , ♦ 

Purdiase Christnas cards » valentines, birthday cards, etc,, 

for employer 

Send out Christmas cards for en|)loyer 

Advise employer of illnesses, dfdaths, births, weddings, 

etc. . of friends 

Write letters ox condolence and congratulation 
Acknowledge letters of condoleriice and congratulation 
Write suitable car^ to accompany gifts, flowers, etc.. 



sent by employer 
Send out invitations 
Acknowledge invitations 

Help with decorations at meetings or conventions 
Collect aamey from office employees for various purposes 

Run errands 

Shop for employer , 

Make arrangements for repairs on employ^^f s personal 

property (car, etc.) ^ ^ ^ . . 

Prepare and keep up abstract book or file folder with 
excerpts and reprints of speeches, hints for speeches, data 

figures, illustrations, etc. 

Collect stamps for eiployer, domestic or foreign 

Assist with laboratory woric 

Make tracings for blueprints 

Make blueprints 

Trace maps 

Keep in touch with legislative activity that bears on work 



In the space below, list other miscellaneous tasks you perform on the 
job but that are not listed above: 



Your help is sincerely appreciated^ i 
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The purpose of this study was to identify clusters of tasks performed by a com- 
prehensive sample of office employees working in $ office-size categories in 
12 Standard Industrial Classifications. This study is a first step in xdcnta- 
fication of capabilities required for modern office workj it, and relayed 
studios, provides a partial base for design of educational programs most likely 
to maximize .career-long occupational opportunity, competency, and choice for 
youth entering office occupations. A total of ^o^ validated questionnaires was 
distributed to a proportional, stratified sample of 295 private enterprise firms 
and 28 goverrmiental agencies. Total returns were 86.U per cent— 80.3 pei* cent 
in the private enterprise sector and 9^*8 per cent in the governmental sector. 
Findings: (1) 599 office tasks have been clustered witMn 13 major task cate- 

gories— typem-’iting, office machines and equipment, dictation and transcribing, 
mailing, filing, telephoning and communicating, clerical, securing data, mathe- 
matics, financial and* recordkeeping, editorial, meeting and working with people, ^ 
and miscellaneous— to provide rank lists of Composite Clusters of Tasks perforaoc 
by office employeesj (2) clusters of tasks have similarly been prepared for six 
broad occupational clusters: supervision, secretarial- stenographic, clerical, 

bookkeeping- accounting, business machines operators, and data processings and 
(3) analysis of data suggests that the acquisition of pcrformaiKje skills^ 
represents only a portion of the office worker ^s function^ and that teaching 
objectives, D.earning experiences, and evaluation can profitably be organizcc 
within the frametjork of the cognitive, affective, and psychomotor domains. 






